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SEND YOUR 
TYPEWRITERS 
TO WAR 
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W. are neither making nor selling typewriters, 
these days. 

But the Army and Navy need over half a million 
more standard typewriters... on ships, in the field, 
at headquarters. Every report, every command, every 
requisition ... here or abroad, aloft or undersea. . . 
must be typed. And there simply aren’t enough 
machines to go around. 

So. . . will vow help? As a patriotic contribution, 
will you sell back every standard typewriter (made 
since Jan. 1,1935) that you can possibly spare? Every 
Smith-Corona branch office is authorized by the 
Government to buy LC Smith machines at standard 
1941 *‘trade-in’’ values... and your help is urgently 


invited. 


LC Smith & Corona Typewriters Inc Syracuse N Y 
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Write Your Own 


Success Story! 


You hold in your hand a key to your own 
success when you'se equipped with 
Sheaffer's Lifetime Feathertouch Pen 
and Fineline Pencil. They'll serve you 
faithfully throughout your lifetime, will 
help you write your own story of success. 
For built into them are the qualities of 
successful leadership — their instant readi- 
ness for every task at hand; their flawless 
performance until each task is done. 


That is why Gregg endorses Sheaffer's — 
Gregg, a name that has meant success 
for millions of ambitious Americans. 


MAKE YOUR 
PEN LAST! USE 





Pen parts such as sac, feed, or plunger will retain 
longer “life” if you always use Sheoffer’s Skrip. 
Skrip is kinder to rubber and metal. 


Skrip-well feature makes pen filling easier. 
“Magic Circle” cap bottle threads stay clean. 


Please mention the 








LOOK FOR 
THE GREGG 
SYMBOL 





Skrip is the BALANCED fluid. Quick starting. 
Quick drying. Free flowing. Sediment free and non- 
sediment forming. Makes all pens write better 


ALL Lifetime pens are unconditionally guaranteed 
for the life of the first user except against loss and 
willful damage — when serviced, if complete pen 


is returned, subject only to insurance, postage, 
handling charge — 35c. 

“Triumph” Lifetime $12.50 and up 
Sheaffer streamlined Balance Pens with special 


Lifelime Feathertouch Gregg Point 
$8.75 and $10.00 


With Feathertouch Gregg Point $5.00 
With special Gregg Shorthand Point $3.50 
SHEAFFER'S 


W. A. SHEAFFER PEN COMPANY 
Fort Madison, towa 


Gentlemen: Please send, free .{ charge, your efficiency-build- 
ing letter, “Tools for Easier Sherthand."’ designed for typing 
er dictating practice. 


Name 
Address 


City . State 


Greaga Writer when answering advertisements 
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SUPPLEMENTARY MATERIALS 


Gor Enriching 
the Shorthand Course 





*MOST-USED AVIATION TERMS, +) Baughman and Gregg. An alphabetical 
arrangement of 1,000 high-frequency aviation terms with complete, authoritative defini 
tions. In the left margin are the shorthand outlines for words, short cuts, and phrases 
Based on Baughman’s Aviation Dictionary and Reference Guide. A timely training for 
ofhce workers in defense industries or in allied defense activities. List Price, 80¢ 


GREGG SHORTHAND REVIEW LETTERS, /y Pepe. Ten letters for dictation, 
containing a review of all the brief forms, all the special forms, and 400 most-common 
words employing analogical word-beginnings and endings. Each letter is accompanied by 
the shorthand forms being emphasized. Sixteen pages. List Price, 12¢ 


BRIEF-FORM DRILLS, 4,7 Bisbee. An all-shorthand reader and dictation book con 
sisting mostly of short letters. Contains many repetitions of all the brief forms. Graded 
according to the first eighteen units of the Gregg Shorthand Manual. For both begin 
ning and advanced classes. List Price, 48¢ 


5,000 MOST-USED SHORTHAND FORMS, /) Gregg. Correlated unit for unit with 
the Gregg Shorthand Manual. Contains the shorthand outlines for 90 per cent of the 
words the student is likely to be called on to write. Each word accompanied by the unit 
and paragraph reference in the Manual. The alphabetical index covers the full 5,000 
words. List Price, 32¢; Cloth, 60¢ 


STENOGRAPHERS’ TRANSCRIPTION REFERENCE, /) Hodson. A _ ready 
reference book in outline form. Covers punctuation, capitalization, English, division of 
words, the mechanics of letters, etc. List Price, 60¢ 


AN INTRODUCTION TO TRANSCRIPTION, Second Edition, /y Adams and 
Skimin. Introductory transcription material that can be used to supplement any Gregg 
dictation text and can be started at any point in the shorthand or typing course that suits 
your convenience. Graded from short, simple exercises to projects that involve business 
letters. Emphasizes remedial training in spelling, punctuation, and English usage 
List Price, 60¢ 


FUNDAMENTAL DRILLS IN GREGG SHORTHAND, +» Beers and Scott. An 


all-shorthand text of practice exercises correlated with the Gregg Shorthand Manual 


List Price, $1.20 


‘Materials marked with an asterisk are not sampled free, but a refund will be made where a 
class adoption follows purchase of a copy. We shall be glad to sample the other titles on the 
list without charge if you wish to examine them with a view to adoption as a student text. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Greag Writer when answering advertisements 











The Business Education World 


contains the printed 
KEY TO THE SHORTHAND 
in this Magazine 








The printed key to each month’s issue 
of the Gregg Writer, counted for dicta- 
tion, is published in the corresponding 
issue of the Business Education World, 
business education’s leading journal 
for teachers. 


The Key is just one of the many fea- 
tures that teachers find so helpful in 
each issue of the Business Education 
World. The B.E.W. also includes valu- 
able articles—all the changes, every- 
thing of importance, in YOUR profes- 
sion. 


Here are a few selections from the 
content of this month’s B.E.W. The 
entire issue is full of practical teach- 
ing suggestions. 


Morse Code Typewriting Clubs 


1 Shortcut in Teaching Prefixes and Suffixes, by 
Clyde Blanchard 
Wondering and Wandering, by Louis A. Leslie 


The A-B-C’s of Guidance 

Three Transcription Tests, by Helen Reynolds 
1 Bookkeeping Problem, by Milton Briggs 

Many suggestions for adapting business 
war needs 

The counted key to the 
Gregg Writer 


courses to 


shorthand in the December 


Business 
taking ad- 


vantage of the special rate of $3 for a two- 


If you are not now receiving the 


Education World, subscribe today, 


year subscription. The regular rate is $2 for 
«ne year. Use the coupon below and send 
your subscription NOW! 





THE BUSINESS EDUCATION WORLD 
270 Madison Avenue, New York, N. Y. 
I want the key to Gregg Writer shorthand and 
all the other valuable material in the B.E.W. 
Please enter my subscription for: 
[] 2 years ($3) 


1 year ($2) 


-] I enclose remittance ] Bill me 

Name 

School 

2 Pere BONGO. ccoseccess 
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About Thi 


Waa with the election day holiday 


Armistice vay nd Thanksgiving all in 
one month } Chri stmas not so far off 
now, perhaps we should keep to a more 


holiday mooa with the material we are 


sy 


somehow intitings « bit anata 68 
the "meaty" side seemed to crowd us 
for piace. We are certain nowever 
that they will prove welcome along with 
your holiday fare from other sources! 

iss Lerrigo tells her story in a most 
entertaining vein. And Miss Quaintance 


always has something worthwhile to of- 
fer. Mrs. Kirkland, too, gives you sugges- 
tions from her own experience that may 
if you are called 


soivaTio 


prove your 


on unexpectealy ana tor the Tirst time Tf 
take ‘the minutes of the meeting.” 

THe article on Check Protection, writ- 
ten as it is by a protessional who is 


paying for his art in one of our Western 


caused a lifted eyebrow or two 


around the _editoria sanctum when the 
galley proots came in. However, we be 
lieve you will agree that the suggestion 
is timely. ‘And certainly Ex-Penman 
should know what kind of protection it 


check digits! His sug- 
‘seems almost 
it is no doubt 


takes to protect 
gestion, to the uninitiated 
00 simple to be sure, but 
as effective as he claims. 


You will notice an innovation in the 
matter of prizes offered in the Annual 
O.G.A. Contest, announced this month. 
hardly come as a surprise, how 
ever, for you are accustomed to the 
awarding of War Bonds in most contests 


+ | 


It will 


now current over the Aijr, and else- 
where! And look, you private school 
teachers, at the lovely new school trophy 


to be contested for in your division! A 
stunning array the cups make, do they 
not! Of course they are only part of the 
many prizes offered. Read what Miss 
Ulrich has to tell you, and then begin 
your own campaign for one of the 
many awards! 
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A\nd That » » » 


Ano. before we forget it again—we 
» been intending for some time to re- 

hers that you can help us 
expediting re 

be careful to send 
to the WRITER 
Business Educa 


nd you tea 
ery greatly 
your tests if you wi 
GREGG WRITER tests 
1d B.E.W. tests to the 
World. These two departments are 

i y separat ely, and TC 
tests for both magazines tc 
ot time that can other 


turns on 


yeTner means io 
wise be avoided, especially when Con 
papers come pouring in on us. 


> th 


e proper stickers! 


THERE 


aning 


A booklet 


something else we have beer 
to call to your attention, too: 
that has been issued by 
ranscription Supervisors’ Association of 
lew York, intended to help bridge the 
gap between the Student of Today and 
the job she hopes and is preparing her 

f to hold—to help her realize her 
pes, forget her fears, and to becom 

» successful Business Woman of Tomor 
row. This bookle From Books to Busi 
contains pointers on The Inter 
ew, The Position, The Future: a Con 


the 


osite Application Form, a Personality 
Chart, and a list of Books for Supple 
nentary Reading. Single copies are 


twenty-five cents, with quantity discounts 
ranging from 15 to 50 per cent on lot 

f 25 to 1000. 

If you are intetested, you may want tc 
write the secretary of the Association 
4624 Grand Central Terminal Building 
New York, N. Y,). 


Now for a last-minute note. We are 
ompelled to discontinue prize award 
n the 60-word Transcription Tests, for 
e Duration. As Miss Ulrich warned you 
not long ago, we can no longer secure 
new pins, and the last of our suppiy of 

the 60-word emblems has been sent out. 

Certificates are plenty, however, to 

prove your progress. Were sorry to 

have to couple this unwelcome news with 
ur Holiday Greetings! 


Please mention the Gregg Writer 





FREE! Your name beautifully written in 


ornamental style and a copy of The 
Educator, containing lessons on penmanship, 
sent absolutely free. Good for 30 days. Send 
your name with this ad to 


THE EDUCATOR 


612 North Park St. Columbus, Ohiec 
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GREGG | 
COLLEGE 


A School 
of Business 
Preferred by 
College Men 


and Women 


Student body represents 31 
86 colleges. 
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Stenographic, Secretarial, and 


Accounting Courses. 
booklet: “The Doorway to 


Send for free 


Opportunity.” 
Court Reporting Course 


Free booklet about school 
Shorthand Reporting 


i 


Write for special 
of Court Reporting 
as a Profession 











Only high school graduates accepted. 
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} THE GREGG COLLEGE 
d 

> 


JOHN ROBERT GREGG, 8.C.D 
PAUL M. PAIR, M.A. 


President, 
Directer, 


Dept. G.W., 6 N. Michigan Ave., Chicago, Ill. 














ANNOUNCING 


SIXTH ANNUAL INTERNATIONAL 
BOOKKEEPING CONTEST 
Contest opens—Feb. 
Contest closes—Apr. 1 


Write today for necessary details. 


The Business Education World 
Department of Awards 
270 Madison Avenue, New York, New York 
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FOR OUR ARMED FORCES 





Our subscription lists the ti 2 spends i 
already are heavily aiding the interest- 
sprinkled with the ing shorthand pages, 
names of buddies in and the stories that 
UNCLE SAM'S ARMED tell about his fellow 
FORCES, and every Greggites back home. 
day's mail brings This goes for all the 
others. If you know girls in the Serv- 
someone in the Service ice, too. We even now 
who you think would be have many a represent- 
interested in receiving ative of the WAAC's 


The GREGG WRITER, and WAVES reading 


means send him The GREGG WRITER 


~ 


by al 
the magazine.He'll enjoy every month. 
THERE IS STILL TIME TO ADD YOUR FRIEND'S NAME TO 


E SPECIAL RATE OF $1.00 A YEAR STILL 
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APPLIES ON 


Send your orders and remittances 
direct to 


THE GREGG WRITER . 270Madison Avenue 


New York, WM Y- 


Please mention the Greaq Writer when answering advertisements. 
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A TEMPORARY JOB 


You can see the scene and feel the elation and trepidation of 
this college girl, so vividly is her experience related to us 


By FLORENCE LERRIGO 


Hk first time I was fired was perhaps 
more of a relief to me than to the chief 
clerk herself, though of that I can never 
be sure 
Foottalls, already sounding like doom, closed 
m me as I looked helplessly down at the half 
erased figures on my typewriter, beat on the 
Hoor past the desk of the mail clerk, past the 
grandfather clock, past the files and the file 
clerks, past the girl typing merrily beside me, 
ind stopped 
\ caustically pleasant voice shattered the 
silence. Starting guiltily, I looked up into 
the cold, questioning eyes of the chief clerk 
“Is this,” she repeated, “one of the tickets 


you did?” 


I GLANCED at the precious little yellow 
slip, and my heart sank. It was. 

“Yes, Miss Skelton,” I ventured 

“It came back in the mail,” growled the 
“boss.” 

“What was the matter with it, Miss Skel- 
ton?” I asked with banal incredulity 

“The address on the envelope!” she snapped. 
Her chin quivered, and I noticed then that het 
face was flushed and her neck, too, down to 
the prim blue blouse that matched her watery 
blue eyes. 

“T do not understand,” I heard her saying, 
cach phrase punctuated with the emphasis of 
a declaration, “I do not understand why it is 
that whenever one of these tickets comes back 
it is always one that has been obviously erased 
We cannot have smudgy work like this. It 
vill not do.” 

I'm very sorry,” I grovelled. 


THE large number of tickets I had typed in 
the past two weeks that had not come back 
in the mail, crossed my mind. | thought of 
justice, fate, and the quality of mercy 

“This really is only the first one of min 
that has been returned, Miss Skelton,” [ mut 
mured, and looked up innocently into the cold 


blue ice cubes which were her eyes. | carried 
on, “I really do try very hard and am doing 
better than I did. That must have been one 
of my first ones... .” 

Miss Skelton tapped the table with her pen 
cil. 

“It seems to me,” she rasped witheringly, 
“that the girls who try the hardest do th 
poorest work.” 


AT five o'clock that evening, Miss Skelton 
called me over to her desk. The work was 
lightening up, she said, and my services would 
no longer be needed after the end of the week 
The next day was Saturday. I was sorely 
tempted to stay home, but I didn’t. My need 
for the three dollars carried me to the office, 
and in the course of the day Miss Skelton’s 
heart was somehow softened \ new ava- 
lanche of work descended upon her. I was 
“re-hired.” 


PERHAPS you are wondering how I hap- 
pened to land the job in the first plac« 

Last summer I studied typewriting an hour 
a day for one solid month. I ripped through 
seventy-six pages of Hoyle’s New Improved 
Typewriting Manual. I learned the keyboard, 
Q-W-E R-T-Y, and so forth, and discovered 
» go on which 


which fingers were supposed t 
keys. At the end of my course I found that, 
in the early hours of the morning, when the 
weather was temperate and there were no dis 
tracting noises, I could do thirty words a 
minute, not counting anything off for errors 

Shortly after this astounding acquisition of 
skill I heard of the U. I. E. B. (the University 
Intelligence Examination Board) which hires 
seventy college girls to do clerical work for 
them during the early summer months 

My reasoning at that point was simple and 
direct. Seventy is quite a large number. I an 
a college girl in need of temporary work 
know a typewriter from an adding machin 
In short, I secured an application blank and 








170 

apphed tor a job. The questions were simpk 
ones Among them, however, was one to 
which I affixed a most unfortunate answer. 
“Can you typewrite?” With naive self-con- 
fidence I equivocated, “With accuracy and 
moderate speed.” Now, if I had written, 


“With moderate speed and accuracy,” or “With 
moderate and speed,” it would not 
have been a lic. It 
erately speaking, the truth. 
chance of securing a position at such a hazard? 

In a brief three days I received a_ polite 
formal note stating that Miss Skelton, the 
chief clerk, would be glad to have me begin 
work on the day after receiving the lette1 

With time for but momentary astonishment 
and dismay, I launched upon my clerical career. 
The next day, I walked bravely up to the 
brownstone edifice which houses the offices of 
the U. I. E. B. and rang the bell 


accuracy 


have been, mod 


But why put my 


would 


A DREAMY-EYED young man, whom I 
later knew as the office boy, who runs errands, 
writes poetry, and acts as a bumper to much 


of the boss’s fury, ushered me in. Up a flight 


of stairs we walked and into a series of nar- 
row high-ceilinged rooms. Tong tables, such 
as are used at outdoor picnics or for church 


suppers, were placed along the walls and down 
the center of each room. On them, however, 
in place of rolls, hot dogs, 
were typewriters, neat piles of application 
blanks, stamp pads, ink and all the 
paraphernalia that usually indicate business 
Seated at the tables, my prospective fellow 


workers waited for the 


and potato salad, 


we Ils, 


stroke of nine 


IN the first day I learned a good deal. Miss 


Goldsmith, assistant to the chief clerk, taught 


me my duties, which, simple though they were, 


Ce DA _ 
Pee 


t— yy am I!” 
<~o. M 
——— ¢ ° Designed by Natividad Mon- 


tes, Alamogordo High School, 
Alamogordo, New Mexico 
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seemed complicated cnough to me. I mad 


my first error, to be followed later by a fairly 


steady stream of others. I became acquainted 


with the typist on my left, who that very 
afternoon saved me from a fate worse than 
death. 

I had spoiled a stamped envelope That is 


to say, I'd made so many erasures on it that 
it was unfit for mailing. I sighed, perhaps 
whistled, and looked nervously around th 


room. Seeing my evident distress, Miss Blank 
said in a low whisper, “Here, give it to me.’ 
And, forthwith, she tore it neatly in half and 
pocketbook. Later we 


table for “cancelled 


put the pieces in het 
discovered a box on the 


cnve lope 's 


MIISS SKELTON that afternoon introduced 
Approaching me from behind, 


herself to me 
she said, “How are you coming, Miss 

“Lerrigo,” I supplied. 

Looking over my shoulder she received het 
first impression of my work, which I fear she 
never changed. 

“That doesn’t look very well,” she said dis 
approvingly. “Is there something the matter 
with your typewriter 

“Well, I don’t know, Miss 

“Skelton,” she declared with 
did not know her name! 

“But it skips spaces,” I went on. 

“And your work is smudgy.” 

I was given another typewriter and, in the 


emphasis. I 


course of the week still another, after which | 
went back to the first on 

DURING the noon hour I lunched with a 
group of fellow typists at the corner drug 


The other 
degree felt the 
Skelton. Between 

with brutal frank 
decided 


store. We talked of many things 
{ greater ofr lesset 
same as I toward Miss 

bites, we analyzed her cas« 
ness and a little pity At on 


eirls in 


time we 


LITTLE JACK HORNER 


Little Jack Horner 

Sat in the corner 

Eating his Christmas pie. 
He put in his thumb 

{nd pulled out a plum, 
ind said, “What a good boy 


LE —. 




















Tue Grece Wrirer, December, 1942 


that she was just neurotic, and again we judged 
her to be hiding a neat little inferiority-super- 
iority complex. We finally abandoned her case 
as one who had been “disappointed in love.” 
Save for these short lunch hours, my six 
weeks with the U. I. FE. B. was one unhappy 
chain of dramatic dismissals and brief periods 
of calm, during which I reflected that at least 
| was getting some practice though the axe 
ight fall prematurely 


ONE day I was fired in earnest. 1 knew it 
was the end, because Miss Skelton, bless her 
conscientious soul, gently but firmly thanked 
me for my excellent work 

“I got culture, but I ain't got no skill,” 
were the expressive words of one college girl 
about a year after graduation. This story 
may explain why I am now supplementing my 
college course with a year of training in a 
business school. 


Check Digit Protection 


By EX-PENMAN 





OW that 
the \\ at 


Produ 
2ooar as 2) 
tion Board | a aay Lo : e 
curtailed oF Orden of 


suspended  th« 


or design that 
blurred when 
written upon, 
and thus con 
fused. In other 
words, the nu- 





use of many 
metals in com- 
mercial manu- 


merals appear- 
caaieieaiedl ing upon the 
face of any 
check are the 








facturing, you 
mav begin to 
wonder how 
you can protect 


Blank Check Showing Protective Blocks 


focal center of 
the average 


eve. The 





your check Dots 
amounts when 
vour present fe) 

ti ase E> 
check writer 
wears out or 
wcquires some 
mechanical de- 
fect which 


‘Eg Hn, 76 amount in writ- 


° ing receives, 
¢- § eee 
sel eaamten Hewndnad dallanse' Nr. 


ondary inspec- 
tion, if any 


To protect 
your check dig- 
its in a very 








might render it 
useless. Too, 
the costly 
“safety” paper you buy for the checks you 
issue will soon be unavailable, since the con- 
servation of paper of all types is very neces- 
sary to the present war effort. 

I will tell you how you may solve both these 
problems, as well as introduce you to a sim- 
ple, inexpensive means of digit protection if 
you've never used a mechanical check writer. 


RUNNING for twenty-eight years with the 
army of “phony” check artists and check rais- 
ers that annually extracts nearly $300,000,000 
from you through fraudulent means, I know 
how careless you can be in making out checks. 
Sometimes you are so careless that with a flick 
of my illegal pen I alter the digits on your 
checks to suit—and thus rob you of your hard 
earned profits. If I haven’t gotten around to 
you today, I may get around to you tomorrow. 
Furthermore, I have watched the recipient of 
a check puzzle over the figures written upon it, 
because the check paper itself was of a color 


Illustrating Completely Protected Check 


simple and in- 
expensive man 
ner, and to 
save time when you are inspecting a check you 
have written, or which is being entered upon 
your books by your busy office-workers, you 
have only to employ this simple device: 
Visit your printer and have him print the 
“blocks” shown on the illustrations in this ar- 
ticle. He may use any grade paper and any 
color differing from the color of the paper. 
Suggested colors are: 
orange—red—green—-maroon—blue 
for the best visibility 


ABSOLUTELY no alteration can be made 
against these color backgrounds, which also 
throw into bold relief the figures and writing 
you put on the face of your checks. Any 
erasure of any kind will instantly show up. 
You may have your “blocks” printed to fit ex- 
actly the length of the figures and writing you 
will place on your checks. This will prevent 
the raising of checks by the “kinky” penman 
Take it from one who knows! 
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If Your Typewriter Should Become 
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a War Casualty 


By ELMA QUAINTANCE 


YPEWRITERS, even though not a 
product of one of our many defense 
plants and even though their production 
has been stopped, are definitely an instrument 
of war. They are carrying their share of the 
war work in the Army and in the Navy, clos« 
to the front lines as well as in this country, 
and the work they are doing is of vital impor 
tance. So, as is happening in many of out 
cities today, your company may be asked to 
give up 25 per cent of its typewriters 
You may have looked askance when some- 
one else used your typewriter for a telegram 
when she had something in her machine, but 
today you may have to follow a plan of 
“Share Your Typewriter” as many workers 
have been following a “Share Your Car” plan. 


SHARING a typewriter is going to require 
careful and efficient planning of your work, 
and of course will require co6peration on the 
part of your boss. This I am sure he will be 
willing to do as a part of our endeavors to 
help win the war. Here are some of the things 
that might be done. 

If you share your typewriter with just one 
other girl, try to make definite plans for its 
use. Try a schedule such as this 

Let one girl use it from 


12:30 to 30 
4-00 to 
Let the other girl use it from 
8-30 to 9:30 
11:30 to 12:30 
1:30 to 4:00 


9-30 to 11:30 
l 


OU 


YOU will notice that the first girl must do 
most of her work in the morning. This will 
mean that most of her letters dictated the 
afternoon before will not be transcribed until 
the following morning. This will usually be 
satisfactory, for, if the letters are mailed at 
noon the following day instead of at the 5 P.M. 
rush, they may reach their destination in the 
morning rather than late in the afternoon and 
receive just as quick attention. The hour 
from 4-to 5 in the first girl’s schedule is for 
those important letters that should be gotten 
in the mail the same day 

he second girl has the first hour in the 
morning to get out anything important left 
from the previous day 
use this hour for opening mail, filling pens, 


Ordinarily, she would 


changing date stamps, et Some of that worl 
perhaps she can do before leaving in the eve 
ning, but, if that is not possible, she will need 
to take the necessary few minutes for such 
duties immediately upon her arrival in the 
morning. She will have the afternoon for 
writing her letters, but should finish with th 
typewriter by four so that the first girl may 
have it for rush letters 

The two girls who share their typewriter 
should alternate lunch urs. In that way, 
between them, they have an extra hour's us« 
of the typewriter, and it is not standing idk 


while both are out to lunch 


OFr course the easiest way to get through 
quickly with a lot of dictation is to take the 
letters as they come, but when you do not 
have a typewriter available at all times, b« 
sure to do the most important things first 
The best way to spot the most important let 
ters is to mark them in your notes as they are 
dictated. Letters regarding bids on which th 
opening date is near, letters regarding appoint 
ments, and letters requesting a reply, should 
be written first.. As these letters are dictated, 
mark them with a cross on your dictation, or, 
better still, turn up the corner of the page of 
your notebook—the way some people abuse 
the book they are reading. Those pages will 
stand out like a sore thumb. [Our favorite 
method is to use a paper clip for a marker 
Keep a few precious clips for that purpose if 
you can!—ditor.| If it is convenient, you 
might take the important letter that is being 


answered from the pile of letters dictated on, 
I 


and place it in a separate pile, or lay it inside 
your dictation notebook at the time the reply 
is dictated 


| to you are rushed for time when you are 
transcribing, let the addressing of the envel 
opes go until the letters are all written; then 
go back to the envelopes. If you have not had 
the use of the typewriter long enough to tran 
scribe all your dictation, you will then at least 
have written the most important letters, and 
the envelopes can be addressed by hand. This, 
although certainly not businesslike, may be 
one of the things we will have to do now that 
we have never done betore 

You may have copy work to do. If yo 
have not had time to do it, put it in a foldes 
with notations on the face of the letters as to 
number of copii s necded (Continued on page 200) 
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TAKE THE MINUTES, MISS JONES! 


In Miss Jones’ shoes, would you know what to do? 


If you have 


never handled such an assignment, here is help for the novice 


By 


AKE 
When you're a 
heat words, terror grips your 


the mimutes, Miss Jones! 


new stenographer and 


you these 
heart, and panic sets in. 
“I’m not a reporter!” ts 
[ can’t take minutes!” 
No, you're not a reporter, but it is possible 
a fledgling stenographer, with a cruising 
to take 


your first thought, 


speed of 120 to 140 words per minute, 
and creditable minutes 


turn out 


SECRET 
port 
parliamentary 
to report 
ire you supposed to do? 

First, prepare for the meeting 
dum should be sent to those expected to at- 
tend, indicating the Just before the 
meeting, inspect the conference room to 
that it is ready. If the office boy hasn’t dusted, 
it isn't beneath your dignity to give the chairs 
and table a going-over. Arrange the chairs, 
empty the ash trays, and check the ventilation 
ind lighting. 

Find out what the meeting is about, and as- 
the necessary papers for your boss. See 
has pencil and paper for notetaking. 
hen check your own tools. If your firm pro- 
vides Gregg notebooks, that’s fine. One 
should be sufficient for recording the entire 
meeting. If you use the wider-spaced notebook 
or write in a sprawling style, you may need 
two. Be sure that your pens are in working 
order and filled with fresh ink. If you prefet 
pencil, have several well-sharpened pencils to 
take care of rapid dulling and possible break 
age. Sit in a good light and near enough to 
the speakers to hear without straining 


ARLAI 
conducted in 
rules, but they don’t tell you 
formal What 


manuals tell you how to re- 


meetings accordance with 


how less meetings. 


\ memoran- 


agenda. 
see 


semble 
that he 


BEFORE you start, remember two things: 
he transcribing job will be much easier if 
you punctuate as you go, and if you can't get 
everything down, get the thought. That means 
careful, intelligent listening to get the sense 
of what is said and the point the speaker is 
trying to get across. 

Now, you're ready to Record the 
date, time, and place, and those present and 
absent. If you have the agenda, use it as a 
guide to catch the main points and sub-topics 
When no agenda has been given in advance, 
you must catch the points as they pre 
Underscore them for 


begin 


are 


sented easy reference 


BLANCHE KIRKLAND 


when you set up the agenda from your notes, 


and number and letter them in accordance with 


outlining principles, 


SHOULD you summarize or should you re- 
cord everything that is said? Usually, the 
boss asks for just a summary. It is easy to 
summarize the remarks of a person who speaks 
clearly and directly. Difficulty is encountered 
with the circuitous speaker who starts a sen 
tence, detours through a of 
phrases, and interpolations, and finally ends at 
a point far removed from the original thought 
In such the “telescope method,” 
which will give you the meat of the discussion. 

For example, the speaker “Very 
well, We'll plan to begin the survey on hous 
ing conditions, which I’m sure is going to be 


maze clauses, 


Cases, use 


may say 


very interesting. You know the Mayor's 
Committee has done—etc., ete. Well, as | 
was saying, we will begin the survey on 
Tuesday of this coming week.” You will 


record: “Survey on housing conditions—starts 
next Tuesday.” 

In summary to 
record introductory remarks, asides, or off-the- 
record remarks. If speakers get off the sub- 
ject, simply record the discussion as it occurs 
the 


minutes, it is unnecessary 


When you transcribe, you can arrange 
material so that related discussions come to 
gether. 


OCCASIONALLY, verbatim minutes are re- 
If you don’t have the speed, explain 
When speakers get 


quested. 
your problem to the boss 
ahead of you during the meeting, give him a 
prearranged signal, and he can ask to hav 
the remark repeated. Don't be afraid to ask 
questions if, in the heat of discussion, a point 
is not clear or more than one person speaks 


at a time. Address the chair and say: “Will 
you have the last remark repeated?” “I'm 
sorry, I didn’t hear the last question. May | 


have it again, please?” Remember, verbatim 
means get tt all! 

Whether you are reporting verbatim or sum 
marizing, make a special note of questions for 
which answers are to be secured following the 
meeting. Underscore them with a double. line 
for emphasis. Just above the question, write 
the word “clear,” to be doubly sure not to miss 
it in flipping through the pages later. Under 
score for follow-up statements that certain ma 


terial will be distributed after the meeting 
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responsibility to see that it ts 
send a 


Make it your 
given out. If the boss says he will 
memorandum clarifying a certain point, fol 
low through At the close of the 
don’t forget to indicate the time of adjourn 


ment, 


meeting, 


BEFORE you begin to transcribe, go through 
your notes and type in duplicate a list of all 
the questions to be cleared. Submit it to your 
boss promptly. Even though he has his own 
notations, your list will serve as a remindet 
Keep the duplicate for follow-up. From your 
notes, list the items you plan to follow through 

Now, prepare the agenda. Jot down on a 
pad the points as underlined in your notes 
\fter you have ironed out the rough spots 
type the agenda in outline form, either on a 
separate sheet or on the first 
minutes, following the list of those present and 


page of the 


absent. 

Che big problem is this: How to transcribe 
your notes in an accurate, concise, and coher 
ent report. As to mechanics, most superiors 
prefer to have the minutes transcribed in draft 
form, double spaced for insertions or correc 
tions. Long paragraphs should be 
because they make reading difficult. Short para 
graphs and side-headings for various points 
List and indent statistical 
items 


avoided, 


are more desirable. 
data, series of points, or other 
should be emphasized. 

If your notes are verbatim, your main prob 


which 


lem is reading them correctly Few peopl 
realize, however, the disjointed and sometimes 
ungrammatical manner -in which the 
person speaks, and the difficulty this presents 
in verbatim reporting. In most cases, by skill- 
ful editing, poor grammar and involved sen 
tences can be smoothed out without changing 
the thought 


aveTane 


ACCURACY is equally important in the sum 
mary report. However, there are times when 
you must use discretion. For example, th« 
boss may tell his staff some unpleasant truths, 
in the course of which a brusqueness creeps 
in. He says: “Personally, I think you're a 
bunch of shiftless loafers, and, if you don't 
buckle down pronto, I'll fire the lot of you!” 
The thought is retained if the minutes read 
“Mr. Brown expressed the opinion that greater 
application on the part of the staff is indicated, 
and warned that summary action may be neces- 
sary if improvement is not immediate.” Or 
he may be put on-the-spot by some pointed 
question which he does not care to answer or 
which he answers in such a way that his 
meaning is not clear. In the minutes, you 
write: “Mr. Brown had no comment to offer.” 
Or, “Mr. Brown withheld comment.” If he 
uses the Socratic method of answering a ques 
tion with a question, the only thing you can 
do is record them both! 
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report, it is not always 
Indicate the 
brief 


IN th summary 
necessary to indicate the speaker 
point made or the question raised, a 
résumé of the suggestions or recommendations 
brought out in the discussion, and the final 
If you wish to indicate the speaker 
there are many alter 


decision. 
without using “he said,” 
natives : 


acknowledged nquired responded 
admitted emphasized urged 

advised felt stipulated 
announced indicated stressed 
answered nterpreted suggested 
asked ntimated thought 
assured mentioned varned 
believed bserved alled attenti 
cautioned inted out to the fact 


cited vinted up xpressed the 
commented uestioned opinion 
conceded recommended uised the 
considered redefined juestion 
continued reiterated vanted to know 
defined repeated is concerned 
described replied nt on to s 


AT the end of the minutes, record your name, 
and, beneath it, “Secretary for the Meeting 
Or you may Respectiully submit 
ted,” and underneath, 
‘Mary Jones, Secretary to Mr. 

When the draft is 
you, don’t be juvenile and considet 
reflection on your 


preter 
name and tit 
Brown.” 

returned to 


your 


corrected 
changes 
work 


orrections 


in your minutes a 
Stenographers are not infallible. ( 
and accepted, as som 


should be expected 


points included may not be essential and othe 


points may have been omitted 


ninutes on the paper 


DON’T “throw” you 


your copies from the draft 


when you mak« 
It doesn't take 
neatly. Remember, you are a 
worker and should take pride in your work 
frequently to u 


much time to set them uy 


protessional 


Be sure to change carbons 
sure legibility. 
Good minutes require i 


but thev are worth the effort 


Stretching Supplies 


Ruth K. Baker of 
everyone is remem- 


writes 


N these days of making supplies go as far 
I as possible,” I 

Los Angeles, “| 
bering the old method of holding used carbon 
paper under a strong lamp |we used to use a 
radiator or ourselves in the old 
days!| and letting the coating melt and fill 
This doubles the life of the 


supp se 


riser-pipe 


the worn spots 


sheet. And perhaps you've tried a few drops 
of synthetic oil of lavender on the tightly 
wound ribbon of a Friday night? It gives 


you a nice fresh ribbon Monday morning.” 


¢ + 2m 


> SERVICE is giving value received 
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SHORTENING FIRST AND LAST 


How we abbreviate word beginnings and endings; and four pages 
of review drills covering all these forms in alphabetic order 


By JANET KINLEY GREGG 


NALOGICAL word-beginnings and ana 
logical word-endings constitute the last 
group of abbreviations in the shorthand 

theory work. Analogical means “having a re 
lation of likeness,” not that two or more things 
are exactly alike. In the English language 
there are many prefixes and suffixes having 
definite and constant meanings. But in writing 
shorthand we are not so much concerned witl 
meaning as we are with sound. Hence, wheth 

er the prefix for is spelled for, as in forfeit 
or fore, as in forenoon, it may be expressed 
in shorthand simply by f. The brief form for 
vw word for is f, and it is altogether natural 
» the writer to extend this outline to the pre 


+] 
hx as well. 


THE prefix fur is also expressed in short 
hand by f. We know that f may never be fol 
lowed by a consonant without an intervening 
vowel sound, because such a combination 
would not be pronounceable, so when we see 
fnoon we know that f stands for fore. Thx 
abbreviation of con to & is another example of 
this principle: 
/, for instance, but & never is; so we know 
when we see kdus, without an intervening 
vowel, that & must be read con, as in conduce. 
In other words, no vowel between the first and 


con is frequently followed by 


second consonants indicates clearly that the 


rst consonant represents a prefix 


forfeit, forenoon, forsake, foreman, furnace, furtive 


THE suffixes are provided for in a similar 
way; the suffix ment is expressed by m; so 
when we see achievem, to use that word as an 
illustration, we know that it must be achieve- 
ment, since there is no such word as achievem. 
Likewise f for full, to take another instance, 
cannot be misread, for there are no such words, 
for example, as fearf, gracef, or powerf. 


- wae “yn yA 


achievement, moment, fearful, graceful, powerful 


OUR language, as we use it, is largely made 
up of short, simple words, as was pointed out 
in one of the earliest lessons, but there are 


many longer words of frequent occurrence that 
are invaluable. These are made easy and quick 
to write by the use of the abbreviating princi 
ple or by using the word-beginnings and word 
endings as they are presented in the last part 
i the Manual. Our language has many word 
beginnings and word-endings that are not truly 
prefixes or suffixes but which have such an 
affinity of sound that they may be written in 
a much shortened form—as brief forms for 
common word-beginnings and endings. 


ALL. word-beginnings and some of the word 
endings may be disjoined (separated from, but 
written close to, the rest of the word) to indi 
cate that something has been left out. In this 
way contr plus a vowel is expressed by writing 
the sign for & separately and placing it slight 
ly above the rest of the word, as in contract 


ontrite. contrition. 


~ > a | , 
” ie / 


contract, contrite, contrition 


The word-beginning or the word-ending 1s 
an abbreviation; it is shorter than the compl te 
form would be, but it always contains a part 
of the full form. This is a definite indication 
to the writer and not just an arbitrary sign 
seized upon for the purpose. 

To use the disjoined & as an example again, 
we have already used & for con, and it is a 
very simple step further to disjoin the k for 

m plus tr plus a vowel—any vowel. Counter 
ilso, may be expressed by the disjoined 4 


7 — 
controversy, countermand 
ry f . . ° 
PHE entire group of prefixes disjoined to 
show tr and a following vowel is very simpk 
to learn once the idea is understood. If co) 
disjoined represents con plus tr plus a vowel, 
then by analogy, or similarly, sn disjoined 
represents cen plus tr plus a vowel. 

(gain, it is obvious that the word cente? 
may be written in the same way 
ia 2 y. P 


/ 


- " ai 


centerpiece, central, concentric, centrode, centrum 


Constr is written ks (for cons). and becaus« 











cis joiner \¢ kn it includes ‘ ame 


onustraimed pustrict, construed constructive 


™ ee that by cisjomme these prefixes 
rath ord-beginnings, we avon ivi 
t. rite out every hit ot thre ord 


THE ¢r grou 


m writing the words in it the letters 


Is probably thre casiest to learn, 


wer ausc 


omitted are always the same—‘r and one ot 


the vowels But besides these there are others, 


not all similar to one another in the same way 


but equally simple and usetul. There are thre« 


that mdicate the omission ot plus a vowel 


- . = 


, 4 — 
° , 
xX P o o,/ 
y, ms 


declaration, declension, declivity reclaimed, recline 
recluse, inclement, inclusive, included 
hose ending in a vowel-—para and mul 
are, of course, not tollowed by another vowel 
but are complete im themselves 
¢ > > 


( ky S , a 


parable, parachuie paragon mim fipiy multitude 

Agr-, ant-, magi susp all indicate the 
omission ot a vowel while others, like post 
self (circu and circum), grand. short. trans 


wer, and under may or mav not be followes 


by da vowel 


; 
GBae¢v 
O o Cc 


Ww 


I I 


wy Sl 


(A 


ea 


G 
c >» € 
q eC oF — - -—~— 


Ps UY Yv hd 7? 


i , 


agrarian, agriculture, 
antic, anticipate, 


agronomy, 
antitoxin 


antagonize, antenna 


antonym magnanimous, 


macnesium magnificence macuoita wipert wiper 
ction, susceptible, postage posterior postscript ‘ 
couscious self-detense selfishness irenitous 
cnlation, circumscribe grandeur gr parent hes 
age, shortcoming, shorter, transact mscribe 
wercat verwrought wn rucath ’ 
MOST beginners find it a littl easier to lear 
the word-endinges 1 wr disjomed, thar 
_ , : Le] " a " 
vord-beg innings obabliy mcause they a 
the habit of abbreviating words at the e« 
] } + ’ » 
er than at th ¢ ! But, as a matt 
I ict mC ca t statement mac tl 
kvou’ is one ot the most trequently hears 
wrads-—abbreviat tha vou ! \ct \ 
med word-en S so simple that a 
. thand writ n vitl t any 
revious explanat st 5 t time sp 
» study will en: ite them qui \ 
’ ; ; ] ; 
ini isliy N ’ cy sil ty 1 
ing; they simplity rea °e as wel But thev 
must be learned when the ire first presented 
hecaus ilthough thes rds are Irequent atm 


certainly are essential, they are not as trequent 


as the common words sented by the brief 
forms, for examp! und many of them do not 
ite d tin vrite inv ereata nt of practice 
s wv ther ‘ rret tation S 
nough time sho he @i\ t ist g al 
racticing then ! t ead 
thet vhen they dk <4 
W! TH the analogica beginnings am 
ord-endings many nm it would ot 
rwise be long and difficult words may be 
written Practice a f sample words of tre 
quent occurrence for i beginning and eacl 
ending until you ar iting ther by ear’ 
that 1s, until hearing the sounds is all that 
necessary tor the immediate iting t tl 1 
They must be learned thoroughly, for a half 


remembered abbreviation is worse than no ab 


breviation at all, as it 1s usually ilegibk 
. ilwavs a cause 1 esitat andl ~— 
the part of the t 


ALTHOUGH the students who started it 


September shoul tm) have practically covered 


the theory of shorthand, there is still much t 
be done in the development of skill in writing 
work ol 
is textbooks, rathe 


than depending upon impromptu 


his will be faste if the student will 


the words that he finds in 


spur-ot-the 
moment writing \n effort to increase speed 
has of course been made right from the start, 
but the real speed work, in which the writer 


must learn to get something on paper tor 


everything he hears, whether he is familiar 


with the words and subject matter or not, is 


as yet for the future. What is being don 
in the 
practice makes perfect 


im other 


now 


is something nature of a rehearsal, for 


in shorthand as well as 


things, and under no circumstances 


should we try to cover up our mistakes. Hunt 
them out, find out why they were made, cor 
rect them! And practice, practice, practic 


Wautrer, December, 19 
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\ Review or Worp BEGINNINGS 
AND ENpIncs—|I 


Irranged alphabetically for easy reference 


after after iftermath afterdinner aftes 
ight, thereafter, hereafter -age tor haa 

traae package, / agr- aggr- 
rari harced 1g m ate svarcaate 


-arious 


’ ant ; fr 

’ us, vicar 

be- beneath, b } -bility 
ability advisability possil biltt idaptat 


1b 


can- candid 1 ’ -cate 
ite, abdicate, ! f 
centr- center- cc ; 
piece; -cient -tient -ciency t ficient, patie 
efict ; -cious -tious 





centriy trifecta center 





mopar mbine; con f fer forw 
vect constr nustructor < 


de- debate, def leps lepart; decl- 
lare, declensi i ” detr- deter- 
letract detriment dis- distances i 
lispla dis j distr- destr- 
dition -dation edit idit f la 
-egraph-y tele ’ raphy phes 
raphy; electr- electric t tri 


rains; em- empha . on en- cn 
ngage, enjoy, eous 
neous, court } t t ever 


soever whore , . itsoever 


heresoever, ’ every 
erywhere, ’ ‘ Dod ex- 
amine, « ‘ se ', extr- exter 


excl- " ' rud exterior 
rclaw 


-fiect -flection -flict -fliction + le fle cov 


for- fore- fur- fervot, forgive for 

| ae vetor hefor furs } 
ful ¢ o4 j adeot naol 
f -fuse f nfus proj 


gate ir t t te t 
gence : é ‘ i — 
-gency mer é ‘ 
gram -grim «@nuagram, te 
grand sor ra 


here- re , f , e 


’ } ; y 
ical -icle -acle ! p 
ification heat i stification, m 
f ‘a ify note? srnpiity, modi 


ily -ally read easily, stil 


incl ev cf 


-ingly ; en 


ings 
instr ti intr- inter 
enter- intel ref nis roduce tntrude 
nut ish / il ; banish, vanis -ive deri 
rive Té ’ ’ 


olet, bookict; -lity formalit hdelit wtilit 
ity, facult ‘logy -logical ana! Ps ve a 


ronolog\ odlog -ly ; fairly early, soleil 
mdl 
magn- Mc- magnanin — ct, maaqnif ma 
i“ Velutosh; -mand ” 1 lemand repr 
und ntermand -ment ” soment, moment, pa 
t, treatment, cquipment -mental fundamental 
lepartmental, supplementa rnamental; mis- mislaid 
ishap, mises misprint; -mission -mation commis 
pormisston missto tnformation, e¢estimatio 
nfirmati formatt -mity -nity calamity, extren 
froxrimit sanity, serenity, divinity; multi- mult: 
minitips multitude muilipicr muittjorm 


-nction mpunction lisjunction, function sa 
-ngle angic, entangle rangle, tangle 
‘nition -nation definiti re iti combi 


’ pita fio 


\{ Review or Worp BEGINNINGS 


AND ENpINcs—Il 


Irranged alphabetically for easy reference 


-nment assignment ’ t rument, 9 
ement -nsive rpens ens mtenstt 
fensive; tice row fi pedant thentt Atlantic 
ograph-y plionograph, photogray tenographic, liti 


raphed rapher; over- crdue ertake, ’ 
roe ’ mec, para- fpuraar para pParadya 
ra sts, unparalleled; -pel Hmspel, erp spel tmpe: 


pel, p . per- prrn 4 fPerhars perform persuade, 
rma f -pire- fra Pir ws ’ crpure nsprre 
’ -ple si ‘ ” samf rampli 
f lefport rr port ” rt f / 
rt -pose -position mpose mposition 
pose, propesitior ‘ suppost dispos 
‘ sir ; PPose set mfr ‘ trmpositt 
post- pustal, posta Posty f " Postpone 
pro- i ; ‘ie ‘ f f fr ” 


Prof Professt fr f fi td fr ccd pur 
<< va re é al ; ‘ ; 4 f ’ 7 f , 7 
; pursuit, -pute -putation repute, reputats 
‘ isput f mputat mpu 
npuet ’ mput indisf e, reputable; -quire 
’ require, re ren re mwquire -rate 
rate contcdevrats narrat mmecmorate, perate 
hdurate thrat re- rer res reason reform 
’ re refpiace ’ ( recl- reclaim 
mation, recline, 9 immed, 7 ‘ restr- restraw 
strained restrict restricted, restriction retr 
ty f retr ’ ’ ’ retribution ret 
ress ; -ric fheatrt moby ci i¢rtc, yastrh 
hy ri moti -rity familiar charity sever 
eru ru sorority, pure futuret 


-scri scription subscribe, subscription, describ: 
tescripti mescrib rescrvipt self- circu 
circum- fish, self-conf 

; até iweus cw miles ircumstance -seli 
-selves imself, myself, vourself 

wes irselves; short. ship- shortag: shorte 
shipboard, shipshape; -sion -tion co 


lefresstor 


f-vespect ctrcuu 
fhemscives uy 


rte mings 
fashion, vision, nation, mention 
tt -sional -tional processional, professional, pr 
‘ 1 national rat 2 -sioner 
tioner -tioneer commission: fationer, executioner 
fect er auctioneer some mebod somet 


sensationa 


dele ; ‘ vile a 5 vile were 
spect -spection§ = is/: spectt Pros pe 
spective expect " msp f infrospectt -stic 
rtist clastic, statistics, fantas drasty lomestt 
sub- subdue, substance substitute subjoin sub 
rd; -eult result, result insult, consulted, cons 
iftor icsuitory; -@uUme assume resume, consume 
resume; super- supr- suppr- swperintend, superior 
ipervise supreme supr ‘Ss ippresstion, support 
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sure -jure -jury sure abjure onju 
riure per ; , injures (injuries); susp- suscep 
pect spe picion, suspicious, suspend 
eptible, unsusceptible; -tain attain, obtain, su 
im, captat ’ -tate avitate, annotate, hesitate 
te tern -dern ter pattern, modern, attor 
ther mother, bother weather brother father 
her there therew therefore, ther ther 
from theret thereut -thing snethin ever 
" anythis tial -cial circumstantial, credentia 
sential, influential, social, provincial, artifi l; -tic 
tical -tically fane sthletic, politi haotic, phar 
iti ulphabetical, pathetical critics; -tionist 
t t, « ti abolits t; -tition -tation 
Petits ” n" petition fatton vi 
tatior titude altitud aptitude ertitude tt 
e, latit f tud trans- transact, tran t 
, , ransmt -ture furniture, pictur 
4 , ‘7 
-ual -tual nna ntinual, actual, mutual 
uate -uation t actuat insinuat rad 
' perf ul- rior fer, 1 ’ wit 
-ular tut i” mld ’ uqgui -ulate 
ulation form t formulation ulat p ia 
popula un en, unfair, us under 
r nd, wndertak under t 
, ’ uous ’ trey " 
tdu -ure ure endure fatlure procur 
verge ¢ ’ ’ -verse -versity dit 
erst fer ’ werse per rset wniversif 
version , erst inversion, subversion, perversion 
-vity brevity levity activity captivity; -volve 
volve, involve, revolve; -ward -hood forward, awk 
ard upward reward, neighborhood likelihoo« 
where whereabouts whereas, wherever twherefor 
verywhere; with withstand, within, therewith, forth- 
vith; -worthy rth t rth prats r 


Special Services Discontinued 
Except to Our Armed Forces 
O prevent any interference with the large 
and growing volume of vital war commu- 
nications, Western Union, on August 17, filed 
with the Federal Communications Commission 


1 tariff cancelling all 
holiday greeting, and reservation services, and 


its special-rate social, 
circulars and 
effective 
time it has become 
errand service, for 
business individuals, so 
great has the grown. 

In announcing this decision, President A. N. 
Williams stated: “Western Union told the 
War Production Board as long ago as March 


the distribution of unaddressed 
samples The cancellation 
September 18. Since that 
to suspend all 


firms as well as for 


became 


necessary 


volume ot telegrams 


10, 1942, that it would cancel these services 
as soon as they threatened to interfere with 
government and war messages.” 


The low-rate Expeditionary Force Message 
and cable money-order services, which afford 
a fast and economical method of communica- 
of the Armed 
families, remain in effect 


members Forces 


thre if 


tion between 


overseas and 
This permits the 
from our men overseas at a flat rate of sixty 


cents for any combination of three fixed texts. 


sending of messages to and 


Service men in this country also are given 
special rates on telegrams. This domestic 
service does not apply to messages to them. 


Tu 


Pass the Information! 


A Quiz arranged by 


E. LILLIAN HUTCHINSON 


ST month’ . on toug ; 
L wasnt it? 7 even up the score, this 


month's wits-sharpem me ik i game 
It covers a wide range of topics that the well 
informed business wk inter 
esting bits about rtant sonalities, his 
torical developments thos odds and ends ot 
facts that distinguish a persor he is truly 
mterested in lis yw k trot Ve © Is con 
tent just to perform the quired duties of his 
iis 
You'll have 50-5 e ot being right on 
ach answer, tor this ts true-false test. Some 
the statements trix itthers are false 
Place 2 alter eacl I you consider trim 
F after each you consid tals« Phen turn 
lo page 194 tor the cor t answers 
1. Webster’s Dictionary is mnpil 
iginally by Daniel Webst 
2 lhe goldsmit! Ss ‘ I first banker 
\n express contract is an agreement b 
tween an express col " ] hinper 
4. The typewrit us nted by Cy 
\icCormick 
5. In writing rut ®<¥ the Unites 
States Army, the correct tation is “De 
Lieutenant Brow: 
0 Marin msuranece Ws t veicrs against 
the perils ol the s« 
7. Charles Dickens worted sessions of th 
Knglish Parliament G g shorthand 
8. Charging more than the legal rate of 
terest is known as us 
9. Thomas Edison invented the telephon 
10 The word “salarv” is lerived fron t 
Latin sal meaning s 
ll. The typewriting championship for ‘ 
vears was held by Tagore 
12. The common law consists of the rules 
have resulted from custom and usage and that 
have been enforced by the courts 
13. The speeches ot Cicero m= the Roma 
forum were reported in shorthand 
14. All persons under twenty-on years of 


age are legally considered to be infants 
15. In writing to the department store, Joln 


Wanamaker, the correct salutation is “Gentle 


men.” 

16. The letters L.S. at the foot a lega 

document mean “legal signature.” 

17. Public utilities are businesses owned by 

the public. 

18. The Federal Reserve System was pt 

vided for in our Constitution 

19. “Tort” is the British spelling for the tv 

ot pastry we know as a tart 

2). The term “lead pencil” is a misnomer 
Vote: How about doing a little more gen 


> 


eral reading 
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building stone are found in abundance, while 
opals and turquoises of some value are mined 
there also 


FRANCISCO GARCES, a Franciscan monk, 
is supposed to have been the first white man to 
have set foot in Nevada. Later Peter Skene 
Ogden led a number of trappers from Hudson 
Bay through the northern section of Nevada. 
John C. Fremont also explored the country, 
and more thoroughly than did Ogden. It is to 
Fremont that Nevada owes many of the names 
of her lakes, mountains, rivers, and cities. Car- 
son River and valley he named after his fa- 
mous guide and scout, Kit Carson. 

In 1864 Nevada became a state and was 
loyal to the Union during the Civil War. Al 
though not active in the general fighting, het 
soldiers quelled many Indian riots that took 
place at that time and the state of Nevada was 
of considerable help to the country during the 





The Mark Twain printing shop as uw looks in reconstruction period, with her great wealth 
that ghost city of the West, Virginia City, of oliuer 


Nevada, of Comstock Lode fame . , . on 
The population of Nevada has not grown 


very much, due, probably, to its arid soil and 

wild mountain ranges. Yet it is these things 

7 that appeal to the tourist; the blue mountain 
Nevada Mes the lakes, the startlingly lovely colors of its many 
buttes and mesas, the haughty beauty of the 

“oe | =} 9% ¢ Sierra Nevadas, the stars that seem so close 
Sage yrusn State at night, blazing down on a country almost as 
unchanged and unspoiled as when the Indians 

lived there alone. The gold, silver, and borax 


ly i YHIS month we visit the last state in our ; a ; : 
z , works give visitors a taste of the old West, as 





Parade—Nevada, the “Sagebrush” State, - 
Lees iene an te “SasenSled” state do the cattle ranges and Indian reservations. 
vhich is the translation of its Spanish name ; Famous Boulder Dam, the gigantic feat of 
the least populated state in the union (110, 
247), but sixth in area (110,540 square miles). 
Nevada is an arid, mountainous country, its 
crops of hay, wheat, barley, potatoes, figs, 
| pomegranates, and cotton flourishing only ca 
through irrigation. But while the earth is a 

dry and generally unproductive above, it has : 

made up for its sterility with its fabulous | 


Continued ow page 194) 


aaa 





vealth underground 

In 1859 the Comstock Lode was discov 
ered—the richest deposits of metals known in 
the world. It has given up almost one billion 
lollars in gold and silver. Naturally, the 
population of Nevada, which before the Com 
stock discovery was only about one thousand, 
jumped up. Virginia City became the mecca 
for bonanza kings and others who hoped to 
rest the rich silver and gold from the 
earth’s grip 

Around 1900, when the original lode was 
slowly being exhausted, another rich mineral 
belt was found further south and soon Tona- 
pah and Goldfield became the favorite haunts 
for miners. Copper, too, was discovered nea 
, Ely. Other important minerals now mined in 
Nevada are lead, zinc, quicksilver, and tungs- 
ten; sulphur, graphite, borax, gypsum, and Irrigation in the tracts of sagebrush 





BARERE FROM BLACK STAR 
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EVER have 


merous than they are today \ glance 


competitions been more nu 


at the headlines of newspapers show the 


uses that are being made in industry and gov 
ernment of this age old appeal to individual 


\merican Express 


prowess and effort Phe 
Company makes awards for safe driving, and 
the presentations of them are conspicuous 
affairs with celebrated people of the town off 
ciating. “E” awarded to facto- 


ries for high production efficiency on war con 


pennants ar 
tracts, and employees are given the privilege of 
The President pins med 
a littl 


wearing the “E” pin 
als on heroes for doing a job well, or 
better than someone else has done it 
The O. G. A, has for years recognized with 
awards superior skill in shorthand writing and 
shorthand efficiency—one of the most impor- 
present war production 


tant weapons in our 


effort. 


WITHOUT skilled 
you suppose Donald Nelson or Leon Hender- 
national figures handling 
their work done: 
as efficiently as 
ient office 

ger 


days! Ofhiee 


stenographers, how do 


son, or any of thos« 
enormous jobs, could get 
How could the plants operat 
they are doing if there were not eft 
help? Being a stenographer, just a 
stenographer, won't do thes« 
space is valuable, desks and 
are at a premium—the W PB is asking business 


ther materials 


to turn over to the government 25 per cent of 
its typewriters, and new typewriters cannot be 
had. Every desk, every typewriter, yes, every 
fountain pen and pencil must be made to serve 
a faster writer, a better worker, a skilled st 

nographer! It is as important that you giv 
your very best effort to improving your short 

hand writing efficiency as that you give and 
give freely of your time for Civilian Defens« 
War Bonds and 


and of money for 


Stamps 


your 


YES, stenographers, it is your patriotic duty 
to increase your proficiency, no matter how 
We just haven't th 
materials for hiring too many more stenogra 
phers to get all the work done, and it is up 
to your employer to get that work done! 
Practicing for the O. G. A. Contest with a 
view to earning one of the beautiful prizes 
offered puts zest into your writing practice, 
and gives you a chance to see how good you 
are compared with 25,000 or 30,000 other 
shorthand writers in the country. It will be 
fun—and a hearty to the winner! No 
matter whether you win a prize or not, you 


good you think you are, 


“bravo” 


$1,000 IN AWARDS OFFERED | 
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By FLORENCE E. ULREg | 
Departmg ART 
Dire 
will have won better proficies md skill in 
shorthand writing, which will be invaluable to 
you right where you ar But the prizes are 
numerous 
HOW is it that you are so much better now 
than you were a while back?” one employer 
asked his stenographer ‘You take dictation 
faster; you return my letters earlier, and I 
don’t have to return any of them to you for 
rewriting any more.” 
His secretary grinned and pointed to a little 
gold pin she was wearing on her dress. “I 
won that in the O. G. A. Contest,” she an 
swered. “I practiced 
hard to improve my 
notes in that Contest, 
and I am glad that ) 
you think I have 1m . 
proved in my work 
as a result 
Well, th boss 
wanted to know morte 
about the Contest, 
and when she showe 
him what it was and 
her name as an Hon 





Mention Pin 
Winner lhe said 


‘That's fine! And 


orabl 


now I am _ writing 
out a requisition fo 
an increase of $10 a 
week m vour salary 
That ought to mak: 
it complete. 


v 


Left to right: 
Grand Prize School Trophy 
Individuals Trophy Cup 


School Cup, High School 
and College Division 
New Private Schools Cup 
Schools Division 
Trophy 


Parochial 
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wtHE ANNUAL O. G. A. CONTEST 4 


urting ART AND CREDENTIALS 


Director 


ry , , . ! blished in the January Nex ctte 
I DON’T need to tell you how to practice; ee ; ‘ . r, or will 
: : : be mailed upon request accompanied by a stamped 
the point is to seta definite time cach day lor addressed envelop 
this work and not to let anything interfere 2. There is no fee charged for Contest entry, but 
with your doing it. If you are a stenographer, if the papers are to be considered for the O. G. A. 
take fifteen minutes a day from your lunch Membership Certificate also, the club should be ad 


dressed to the Membership Examiner and the usual 


hour for practicing the penmanship drills and regulations for Membership application complied 


O. G. A. Contest copy during this Contest. with Papers submitted for Contest only should be 
Remember, facility in reading your shorthand uddressed to the O. G. A. Contest Committee 

depends upon legible notes, and you learn to 3. The Contest closes March 15, 1943, and papers 

write legible notes under the stress of speed ‘hat reach us on or before that date will be con 


sidered Results will be announced in the June 
Grecc Writer. No report on the Contest (except 
training period-—repetition practice that makes mailing of certificate report on Membership Certificate 
writing correct notes automat You have applications and prize awards) will be given, except 
from now until March 15, 1943, midnight, to * Published in the June Greco Waites 


by practicing the correct forms during your 


' 4. Nothing but the Contest Copy published on page 
prepare and get your specimen to us. oan ve s 
. I . I 95 should be used for Contest entry 
let us then be up and doing, 5. Ten or more students are required to constitute 
With a heart for any fate a team to be entered in any of the School Divi 


sions Only one team may be entered by any one 
school, although the students of one or more teachers 
may combine their work into one club representing 
the school. Schools having fewer than ten students 
eligible may enter them for Individual awards. All 
team entries are automatically entered in the Indi 


Instructions for All Contestants  ciauals Class. 


, 6. To rate contestants properly, teachers must state 
EAD these details, because they are im- specifically which entries are from Junior students 
portant to correct entry Underline the and which from Seniors. A Junior shall be a student 


Sull achieving, still pursuing, 
learn to labor and to wait 





in the first year of a two-year or longer course, and 


instructions that apply to your own submis- - 
PP" ? shall have had not more than five months’ instruc 


ston tion in a private school, or in an intensive one-year 
An 0. G. A. Contest Blank, properly filled out, course. “Review"’ students or postgraduates must be 
st a ' 7, This blank will entered as seniors, regardless of the length of time 


lhe Trophies to be Won 
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they have been in the school from which they enter 
the Contest. 


7. Individual prizes will be awarded on the merit 
of individual papers, regardless of whether they 
come separately or in a school club. 

The Contest Committee will be Dr. John 
Robert Gregg, Chairman, Mr. Hubert A 
Hagar, Mr. Charles Lee Swem, Mr. Guy 5 
Fry, and Miss Florence Elaine Ulrich 


Rules Governing Preparation 
of Contest Papers 


HE Contest ts open to all shorthand writ 
ers, except those winning first place in a 

previous event. 
1. Any good penmanship paper, preferably ruled, 


may be used. (Special O. G. A. Test paper is avail 
able, a sample of which may be had upon request.) 


Pen (preferably) or pencil may be used 


3. Write at the top of the paper your name, per 
sonal address; and, if you are a student, the name 





Tue Grece Watrer, December, 194 


and address of your school. State whether you hold 
an O. G. A. award. 

4. Only one paper will be considered from any) 
one contestant, but the Contest copy may previously 
be practiced for the best style the contestant is abl: 
to write. 

5. Mail contest entry to Tue Greco Writer, 27' 
Madison Avenue, New York, New York. Do not roll 
papers or put them in tubes They should be sent 
folded or flat. Postage must be paid at first-class 
rates. Please see that the package contains sufficient 
postage for delivery. 


Rating of Notes Submitted 


HE rating ot a school team will be based 

on (1) Percentage of papers submitted 
from shorthand students under instruction. (2) 
Percentage of papers reaching O. G. A. Mem 
bership standard. (3) Percentage of papers 
rating Honorable Mention. (4) Supplemental 
rating of one point for each Honorable Men 
tion. (5) Additional one-half point of credit 
for each Junior student meriting the O. G. A 
Membership Certificate 


TEACHERS MAY ENTER CONTEST, TOO 


Using the Special Copy given below 


T is important to a teacher's professional 

interests that he be a skilled shorthand pen- 
man himself. He can teach a practical short- 
hand writing style in considerably less time, 
and the instruction will be livelier, if he can 
go to the board and illustrate the points he is 
making. So, there will 
be a Teacher's Division 
of the O. G. A. Short- 


hand Writing Contest NOBODY who 
this year. 
We heartily recom 
mend and urge every 
professionally minded 


teacher to submit his 
notes in this Contest, 
written from the special 
teacher’s copy, and see 
how his writing com- 
pares with the thou- 
sands of other teachers’ 
throughout the country. 


is being 


electrical 


THE Contest will be 
open to all bona fide 
teachers, and _ student- 
teachers attending nor- 
mal schools and colleges. 
The specimens, which 
must be pen-written, will 
be rated exactly the same 
as the O. G. A. Contest 


entries—on fluency of 


good account. 


little faith. 


SPIRITUAL EFFICIENCY 
reads the 
pers can fail to notice the frequency 
with which the word efficient is used. be a 
A little while ago it was the simple 
life that was being strongly advoca- 
ted. Now it is the efficient life that 
talked and written about. 
The problem which confronts every- 
one who would make the most of his 
life is the same problem on which the 
engineers 
how to make the power that lies lat- in 
ent in the universe do more work 
with less loss and waste. 

There was never a time when more 
attention was paid to physical efficien- 
cy. People are being taught how to 
turn every ounce of their strength to 


If it is essential to success in tem- 
poral affairs that a man make the ers 
most of his physical and mental re- 
sources, it is just as necessary that he 
make his faith effective. 
ing how much one can do with only a 


Willis H. Butler 


formation of characters, 


except that the 


execution, correct 
proportion, slant, and spacing 
standard is higher. 

leachers’ entries should be mailed separately 
irom those of the students, addressed to the 
Contest Committee, The Gregg Writer, 270 
Madison Avenue, New 
York, N. Y., and must 
reac us by March 15. 
newspa- “at 
PHE First Prize will 
Gregg De Luxe 
Pen, and the 
next ten highest ranking 
teachers will receive an 
attractively bound set of 
“American Readings in 
Gregg Shorthand.” A 
Certificate of Proficiency 
shorthand will be 
awarded to each teacher 
whose notes are of su- 
perior quality but do not 
rate one of the prizes. 

The O. G. A. Mem- 
bership Certificate will 
be awarded to all teach- 
(not already mem 
bers of the Order), 
whose notes meet the 
O. G. A. standards but 
do not qualify for one 
of the higher awards. 


Fountain 


are working 


It is surpris- 
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ANNUAL O.G.A. CONTEST PRIZES 


Contest Open Until March 15, 1943 


len entries or more are required to constitute a school team. Members 
of smaller classes are eligible for the many Individual Prizes offered 


GRAND SCHOOL TROPHY 


ONE HUNDRED DOLLAR WAR BOND to the teacher of the team scoring 
highest of all three divisions, together with the MAGNIFICENT SILVER 
SCHOOL TROPHY, engraved with the name of the winning school and to be 
held by it for one year. When this cup is won by any school three times, it will 
be retained by that school permanently. If more than one teacher is repre- 
sented, Bonds or Stamps will be equally divided. For instance, if there are two 
teachers, each will receive a $50 War Bond: four teachers, a $25 War Bond. War 
Stamps will be awarded instead of a Bond if a better division can be obtained. 





eS 





Every team (ten or more students) entered in the Contest will be put in com- 
petition for this Grand Prize. The school winning it is automatically taken out 
of competition for the First-Prize Trophy in its respective division, 


SCHOOL AWARDS 


Identical awards will be made in the three 
-chool divisions the High School and Col- 
lege Divison, the Private School Division, 
and the Parochial School Division—except 
that the cups shall be of different design. 
First Place. SILVER CUP engraved 
with the name of the school and to be 
held for one year, and a TWENTY- 
FIVE DOLLAR WAR BOND to the 
teacher of the team winning first place. 
If more than one teacher is repre- 
sented, the $25 Prize will be divided, 
and the award made in stamps. 


Second Place. SECOND-PRIZE BAN.- 
NER to the school and an official 
GREGG FOUNTAIN PEN to the 
teacher or teachers of the winning 
team. 

Third Place. THIRD-PRIZE BAN- 
NER to the school and a GREGG 
FOUNTAIN PEN DESK SET to the 
teacher or teachers of the winning 
team, 

Next Five Places. PRIZE-SCHOOL 
BANNER ‘to the schools. 


SPECIAL BANNERS FOR LARGE 
SCHOOLS 


School teams of 300 or more students, making 
a seore of 60 or better by reason of having 
qualified for Membership in the O.G.A., will 
receive, in addition to any other prize, the 
special “LARGE CLUB” 0O.G.A. BANNER, 
provided this banner has not previously been 
received, If a school having won the “Three 
Hundred Club” Banner submits a qualifying 


“Four Hundred Club,” a new banner in this 
group will be awarded. A school previously 
receiving a “Five Hundred Club” Banner may 
subsequently qualify for the “Six Hundred,” 
ete. This beautiful banner (size 2 x 3 feet) 
will remain the permanent possession of the 
-chool winning it. 


HONORABLE MENTION CERTIFICATES 
will be awarded to each school submitting a 
team (ten or more) qualifying for Honorable 
Mention. The Certificate with GOLD SEAL 
will be awarded to each school team qualify. 
ing with a score of 55 or higher. The Certifi- 
cate with RED SEAL will be awarded to each 
team qualifying with one or more students 
winning Honorable Mention and making a 
score of 50 or more. The Certificate with 
BLUE SEAL will be awarded to teams scor- 
ing less than 50 but more than 40 and having 
at least one pupil win Honorable Mention. 
rEACHERS WILL BE NOTIFIED OF THE 
STUDENTS EARNING HONORABLE MEN. 
TION. 


INDIVIDUAL PRIZE AWARDS 
First Place. TROPHY CUP, suitably 
engraved, to be held permanently ly 
the winning writer. 

Second Place. The official GREGG 
FOUNTAIN PEN. 

Third Place. GREGG FOUNTAIN 
PEN DESK SET. 

Neat Five Places. GREGG SHORT- 
HAND DICTIONARY in miniature. 
Next Ten Places. AMERICAN READ. 
INGS IN GREGG SHORTHAND. 
1.000 Gold O.G.A. Pins will be awarded to 


the writers whose notes rank just below those 
of the prize winners. 








THE 
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» HIGHLIGHTS OF SHORE 


By FLOREN 


oe” i ITH the opening of the O. G. A. Con Ps 


test you have a real mecentive tor put 
ting extra effort and interest into your 
shorthand penmanship practice. The nice part 
of practicing for the Contest is that while you 
ee kh | — Ll are trying hard to qualify for one of the lovely 


prizes, you will be definitely building short 


ee Sh Ca) § ee 


, hand skill. There is no royal road to stenog : 
a GP - - aa raphy that we know of except the well-ordered 
Movement Drill habit of study and practice—and plenty of it 
But with those lovely prizes in the offing 
STRAIGHT-LINE CONSONANTS well, let us get down to work! 


fd? f Y / Pl THE first exe rcise tl r month affords a little 


repetition practice on what you had last month 


Do you notice how much more easily you can 


AM bttetitidt7 J “ff AZ f 7 turn the circles on the back of the curves now? 
; Is it not fun to see the marked improvement 


i : 4,- 
Ye a e ae / / J / in your first writing on these circles over the 
/ 74 ones you made last month? 


Movement Drill on Up-~&-Down Strokes The exercise used for warming up for the 
straight-line strokes is a penmanship drill that 


7 / / some of you had in longhand writing practice 
OQ It serves a purpose in shorthand also. Observe 
9 9797/9 A799 pur geo 





that the downstrokes, ;, ch, and sh. are more 
vertical than the up strokes, ¢ and d. Write 
fos me Ps oS JS Jd dd these characters rapidly, using the getaway 
stroke at the end of each. 200 to 250 strokes 


to the minute made on these characters is a 


ZI SF STS | Stir speed for which to striv 
oe Pn = = a = 
Fg Oe ae a 


Facility Drill on Circle Joinings 








it 
Ii 
| 


gf ~F eae ee 
i de st ea 


a eee 


—_ oC — ——- —_———p> <p> ——- 


Facility Drill for Circle Joinings 


* i O4 APiled  eeeicae 


sw a _ 
Facility Drill o va ——— 





Precision Drill in Circle Joinings 
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RAND PENMANSHIP—No. 3 


E Nf 





LAINE ULRICH 


THE first movement in joining the circle to 
a swift curved motion slightly 
the left up and 
around, the circle, with a 
smart downward stroke 
reading your notes depends upon the accuracy 
with which you write the lengths of strokes 


sh in ash is 


and to Then swing 
finish 


Facility in 


down 
close and 


fc or sit 


Observances of these fea 
extremely important 


and size of circles 
tures of good notes are 
Don’t ignore them 
Che circles are 
stroke when joined to the upward characters, 
Write briskly, please. Count 
is you swing off cach outline. Make the speed 
of 175 to 200 reasonably correct words a min 


made at right angles to the 


t and d, also. 


ute a goal on this exercise. Then slow up to 
ibout 125 or 150 words a minute and execute 
the outlines perfectly. You will find addi 


tional exercises for joinings in the first column 


THE horizontal straight line used for m and 

certainly requires no elaboration. One thing, 
though, if you are using ruled paper (and we 
heartily recommend practice on/y on ruled pa 
per), write these straight strokes a trifle above 
the ruled lin notebook The 
of course, is to keep your shorthand clearly 


in you! reason, 


If you write lightly, and you are using 
a blue-lined notebook get the 


legible. 
a blue ink on 
idea ? 





= 


se? 


——<— 


Oo a eS 


Precision Drill 


es OO 


at et a ag 
pe ree er 


pw aw 2-2 W~ 
Facility Drill 


iat 


olLaeaoer- = - 5 





Analytical Study 





pt aie 


fait | 
wa 


a 
Fluency and Accuracy mao 


LEFT-MOTION DOWNWARD CURVES 





CMD 6 6 6 COCO 


Movement Drill 


_ eae 


me ages 


Preeision Practice 








slant than ¢ and how much easier you 


The importance of making thos 
strokes straight will be cleat 
as you begin practice on the downward curves, 


O.G. A. Club 


Esterbrook Fountain 
Pen Desk Set 











4. Bracelet and 


High School, Chicago 


Lorraine Hastrich, St 


Mary Turkington, Rural Hig! 
ec 


hool, Asbury Park 





Tue Grece Warrrer, December, 194 


l SE the exercise | 
tion used in writing 


Swing smoothly 


pause. Slip off the 


five or SIX bl’s to the 
about 50 to the mu 


speed as you contimue 


have the greater 


nd they start wit 


rhe circle should 
tion of b and / in bale 
by an imperceptible s| 
cir¢ le 


around for the 
curve b., 
So long! 


Prize Awards 





Ca 
Hig ne ri 
Massachusetts 
Margaret Taylor, St M 
hael’s Academy, Br 
Manitoba, Canada 
Dor Coogan, St. Aug 


tine High School, Chicag: 


Illinois 

raine Morton, St. J 

Commercial Sahoo! Pe 

Illinois 

Margaret A. Handzlil 
aculate Heart of M 
Buffalo, New York 


High School, Lowel Ma 


rick’s High School r 
lence, Rhode Island 
Marion Melody, High & 


East Hartford, Connecticu 


lara Louise Ross, Jeffer 
Township High Sch 
Dayton, Ohi 
gabeth Sullivan, Cat! 
School Spring! 





sachusetts 


Ima Rannow, High S« 


Hutchinson, Minnesota 
eola Kossman, Higt 
School Washington 
Missouri 
ne Kimmy, Central H 
School Averill Park 
Yor) 
Mary Agne Dorzweiler 
Girls Catholic High 


School, Ha Kansas 


on M ng. Met 
mds High School, O 
I California 

na Butkovicl High &S 


Rock Spring W 


Glaubinger Weave 
High Set Hartford 
Connecticu 
elen Niemi. High Sel 
Gloucester Massachusett 


Lucile Blankenship 


Comn 
ity High School, Lit 
field, Illinois 


Ida Mae Haas, Barnes Sc! 


of Commerce, Denver 
Colorado 


Winnie Naylor. Senior Hig 
School, Bristol, Connecticut 

Irene Lapauze, High Scho 

oint Pleasant Beach, New 


rsey 
Lorraine Re 


School, Appleton, Wiscor 


ssetts 
McCarron St Pat 


the, Senior Hig! 


‘ 


your pr 


alt, 


N 





ming up on the mo 
ve) and pr (small 


hese blends without 


each blend and write 


three-inch column), 
first Increase that 
wctice Pp and 


curves at the end 


htly curved motion 


~< amet 


y to the junc 
this is accomplished 


1 Up as you swing 
ining Be sure to 


Bronze Pin 


is 
K Montrea N. ¢ 
Bor St. Peter's 
ol, Dartmouth, Nova 
wia. Canada 
nt Loma 


nuss and Julia Fala 


St. Mary's High School, ¢ 
bn Ohi 


18 
1 Nelson Parker \ 
nal High School 


Da r Oni 
jline Laplante, St. Ma 











gh Scho Mancl 
‘ Ha pshire 
Dahiquist. St The 
4 tle High Set 
s is 
Skiteralick, Weir 
yg Seb eirtor “ 
rg 4 
t Ward He 
sset 
n Martin, Drexel Insti 
f Technology, 
idelphia, Pennsylva 
ary Lyons, St. Mary 
idemy, Alton, Iowa 
is Smothers, High 
hool, Fostoria, Ohio 
is Eggert, Junior-Senior 
gh School, Princeton, Nev 
1 Duryea, High School 
East Hampton, New York 
tta Will t Cortez W 
t kK ness College 
“ Illinois 
Ouellette, St. Mary's 
gh Sel Beverly, 
Massachu t 


sells 
ja Rar y. Villa Th 
a, Newcastle New 
wick, Canada 
Madson, Carol Wilke 
Marion Lenz, Lincolr 
gh School Manitowc 


Wisconsin 


thy A. Campbell, Senior 


High School, Quincy Iti 
nois 

Valeria Petko, Josephinum 
High School, Chicago 
Illinois 

Elva 
Stroudsburg, 

Helen Rock, St 
High School, Jersey Cit 
New Jersey 


George, High Schoo 
Pennsylvania 
Michael's 


Continued on page 195) 
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December Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making out certificates. December copy is good as membership tests 
until January 25, 1943) 


Senior O. A. T. Test — Manuscript and Tabulation 


INSTRUCTIONS: Type the following job as a two-page report. Write headings and names in full. Rearrange 
entries in TABLE I in 1-2-3-4 order as indicated. Display material appropriately and artistically. Double 
space between paragraphs, of course. Report total number of minutes required to complete this problem. 


CHINESE LOANS TO INCREASE FARM PRODUCTION 


In an effort to increase wartime production and to 
improve the lot of the farmers, the National Government of 
China through its four banking institutions has given ample 
financial support to the co-operative banks which handle rural 
credits. 

Table I summarizes the distribution of agricultural loans 
throughout the year 1941, including loans to increase supply 
and transportation, according to the four banks involved. 
(Insert Table I.) 

Table II gives details of loans extended and the specific 
project for which it was authorized. (Insert Table II.) 

The present year's loans will be confined to direct 
methods of increasing food production; for the increase of 
agricultural products and by-products, irrigation, agricul- 
tural extension, and agricultural supply and transportation. 

The Farmers' Bank of China will be responsible for grant- 
ing of forty-five per cent of the loans, the Bank of China 
twenty-five per cent, the Bank of Communications and Central 
Trust fifteen per cent each. While the amount of the loans 
will not be fixed, they will be given only after careful 
examination of the applications. Thus China is doing admir- 
able work for the farmers of that vast country. 


TABLE I) pas Yo Gp. Lane 4 -2a-he (17H) 


(3a Ah Vans Lrarthed Bheconj- Jotal Law tere 
1 O 
37.1 





Grtrah Zunct %<sS WII 39 4 26. 856 
Bark. tf Chave 195,753 39.1 JE 4, £30 , 
of Lommancatine I, 252 £1 FG 36 270 19 +# O 
Farrer K Ramdk LEP LOO Sr BepG-< 229, 3F0_ #7.3 @ 
Jotal £498,761 700.0 HEY, 3 06 J/0 0.0 
£65" 
TABLE IT) be ue of age — %y ‘ane (/ 9¥/) 
Proyect rane Cflendid * evcenTZage 
Gg ProducLionw of é3, 230 $2.9 
in ga Cor FO, Kb? 6 / 
ey eee 4 162 Af 
et LameLHow AG 7 FOO 7 





Ota ¥$9GS, S6/ J 60.0 





192 Tue Grece Wrrrer, December, 1942 


December Competent T ypist Test 


Use double spacing in typing this ten-minute test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. Divide this by 10 to determine the net words per minute. The number of 
strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes written.) 

S ab ee 
Strokes 


People are always asking me, admiringly, where I get my 
ideas. Well, I got this one from an article by Hildegarde 
Dolson entitled, “A Lack but Not Alas.” Read that back- 
ward, and what have you? 

At once I realized what had been troubling me for so 
many weeks. What has happened to the girls I used to 
know? And I don’t mean any particular girl—I mean the 
institution of womanhood. 

Take the female behind the wheel. A few years ago, when- 
ever I was out driving in the country and spied an auto- 
mobile coming towards me, far over the white line and 
apparently intent upon bisecting my car from front to rear 
bumper, it was very comforting to be able to mutter that 
it was a woman driver. But where are they today, these 
ex-roadhoggers? They are right in the middle of their own 
lane, rolling along at a steady pace, and, likely as not, wear- 
ing a uniform. 

And about this Motor Corps business. I’ve been driving 
a car for nearly a quarter of a century, and all I know 
about what is under the hood is that it is called the engine. I 
I’m a good driver, and I’ve never had an accident, butI have! 
never yet understood what makes the darn thing run. So _ 1 
what happens? The other day I penetrated a daring twenty 1 
miles into the country, drunk with power at having five 1 
gallons of gas in the tank, when suddenly the car stops as__! 
if on a dime. I have barely cleared my throat to say that 1 
something must be wrong when my wife is out of her seat! 
and under the hood. 


Then, before you can say anything, another car pulls up 15 
behind us and a voice inquires if we need any help. Not a__15 


nice strong masculine voice, but a dainty little soprano. | 
And out hops a wisp of a girl who should have been home __! 


56 





} itt 
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Strokes 

doing some embroidering on a square of burlap. She is wear- 1752 

ing one of these blue uniforms with a Sam Brown belt, and 1810 
she trots over to my wife and in two seconds there they are _1870 
discussing gaskets and cylinder heads and fan belts as if _1928 
we were on the Indianapolis Speedway. What is more, they _1986 
got it going again. I wandered up and peered over their 2043 
shoulders, but I was not allowed to kibitz. I was told by = 2102 
my wife to go sit on a fence, which I did until the clinic was —21165 
ended. I even caught myself restraining a wild impulse to = 2224 
powder my nose. It was a horrible experience. 2272 
Now I don’t go so far as to say that a woman’s place is 2328 

in the home, at least not in this magazine. But Ido say that 239! 

all this talk about post-war problems has omitted the most 2450 


important one, and that is if men will have equal rights 2507 
when Janie comes marching home. 2540 
It’s all very well to put women on the assembly lines and —2598 


behind the riveting guns and at the forge, because it is 2655 
necessary to win the war. But what people don’t realize is = 2715 
that they are creating something which will some day 2768 
trample them to a pulp with high-heeled slippers. 2819 
| I miss the girl who couldn’t ever get the top off the olive 2879 
jar when we went picnicking. She is an important cog in 2936 
the putting together of airplanes, handling some torch. 2993 

I miss the girl who used to laugh prettily in dismay when- _3050 
ever we got lost on the road and I asked her to find where 3109 
we were on the road map. She is now plotting the move- _—__ 31163 
ments of airplanes on complicated charts. 3206 

I miss the girl who fainted when I cut my finger opening 3263 
a can of sardines and drew a few drops of blood. She isa = 3522 





nurse’s aide at the hospital and went through two major 3378 
operations last week. 3401 
| Yes, something should be done about it. But I haven't 3456 

the time myself, because some of us boys have just opened = 4514 

a canteen for the women in uniform and I have to go over 357! 

and get my apron on before the girls arrive.—Extracts from 3615 


‘‘A Lass but Still a Lack,”’ by Raymond Knight in the 
‘‘Independent Woman’ 


| Repeat from the beginning until end of the ten-minute test period.) 
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Junior O. A. T. Test 


INSTRUCTIONS: This represents work done by a typist who didn't punctuate properly, misspelled words, 
used no sense in displaying it. You can do better! Display and type correctly. 


THE SPIRIT THAT ENNOBLES THE WORKER - By John Mitchell 

It is not the work itself but the spirit in which the 
work is accepted and preformed that ennobles the worker. 
I do not believe that man was put on this earth for no bet- 
ter purpose than ceaselessly to push a peace of wire through 
a little whole or endlessly repeat the same simple uniform 
operation. I believe on the contrary that man should be as 
far as possible relieved from work partaking of the character 
of drudgery but that such work as is necessary should be pre- 
formed unhesitatingly uncomplaingly and conscientiously. 


The principle element which gives labor its dignity and 
ennobling quality is its voluntary character. There is noth-= 
ing ennobling about the toil of the slave orouching beneath 
the lash. There is nothing ennobling in the work of the serf 
bowed down by the wait of centuries. There is little of the 
dignity of labor in the forced work of the convict or of the 
man toiling under the padrone system, 


The greater the initiative and the more complete the in- 
dependence of the worker the greater the pleasure in his work 
and the more educating and ennobling it becomes. 

"Shining Lines--Mergenthaler, Linotype Company" 








4 . 15. True “ven though the name of a firm is the 
— 
Key to Quiz on Page 182 name of a person, the salutation is still “Gen i 
1. False. Webster’s Dictionary was compiled or- tlemen.” ee f 
iginally by Noah Webster, in 1828. 16. False. They mean locus sigilli, “the place of the 
Pica seal,”” and are used instead of an actual seal. 


2. True. Their banking function developed from 
their practice of safeguarding money and jewels. 

3. False. An express contract is a contract in 
which the terms on each side are completely stated 
in the language of the parties. 

4. False. It was invented by Christopher Latham 
Sholes. 

5. False. In all ranks below the rank of captain, 
no designation of rank should be used in the saluta 


— ee er ie. Se Nevada—the “Sagebrush” State 


6. False. Marine insurance insures a shipowner 
against loss of or damage to his cargo. (Concluded from page 183) 


7. False. He reported sessions of Parliament, but 
not in Gregg shorthand, which had not been in 
vented at that time. 


17. False. Such companies serve the public, as elec 
tric-light companies. 

18. False. It was created in 1913. 

19. False. “Tort” is a legal term meaning a “civil 
wrong.” 

20. True. A lead pencil contains not lead, but 
graphite. 





modern man to harness water and produce 
power, alone is worth the trip. Then there is 


8. True. the Gypsum Cave, where traces of prehistoric 
a: "Gral 3 a os eee Sy ane man and animals have been found. 
ander Uraham ell. a vy? ia ° “a "i “2 " . ° 
10. True. Roman soldiers were paid in salt. Sal The University of Nevada is located in 


ary is thus, literally, ‘salt money.” Reno. The Mackay School of Mines is a de- 
11. False. Albert Tangora was a champion for partment of the University endowed by the 


soe. Tagore is an Indian poet. family of John W. Mackay. He, with Fair, 
3 — O’Brien, and Flood, were known as the four 


14. True. bonanza kings of Nevada 
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Hazel Ruth Goebel, 
Houston, 


Business College, 
Texas 

Dorothy Wells, Owensboro 
Technical School, Owens- 
boro, Kentucky 

Mary Shinaver, Libbey High 
School, Toledo, Ohio 

Kay Schymik, High School, 
Souderton, Pennsylvania 

Genevieve Janecki, Rita Po- 
povic, and Margie Jamba- 
zof, St. Francis de Sales 
High School, Chicago, Llli- 


nois 
Mary Saddy, Central High 
School, Madison, Wisconsin 
Vaudna Rushing, High 
. Carbondale, Illinois 
Betty Windle, Warren Cen 
tral High School, Indian 


Nina Nelson, State Teachers 


College, Minot, North Da- 
kota 
Betty Dudley, Natrona 


County High School, Cas 
per, Wyoming 
Lois Vieson, Regina High 
School, Norwood, Illinois 
Jose Antonio Rodriguez, Toc- 
coa Falls Institute, Toccoa 
Falls, Georgia 
Kowalski and Olga 
Witink, East Side Com- 
mercial High School, 
Newark, New Jersey 
Doris-Marie Clarenbach, Col- 
by Junior High Schvol, 
New London, New Hamp- 
shire 
Donna Akins, High School, 
Falconer, New York 
Dorothy Sobol, Notre Dame 
High School, Moylan, Rose 
Valley, Pennsylvania 
Bonniejean Barr, High 
Bend, Oregon 
Mary Alice Kaiser, Hum- 
boldt High School, St. Paul, 
Minnesota 
Lyla McGee, 
emy, San Antonio, Texas 
Billie Jean Moore, Cathedral 
High School, Helena 
Montana 
Patricia Devaney, St. John's 
Academy, Jamestown, North 


Ursuline Acad- 


Dakota 
Ruth Tucker, High School, 
Ottawa, Kansas 


Maxine Barnhouse, High 
School, Fairfield, Illinois 

Jo Ann Pope, High School, 
Houlton, Maine 

Grace Roberts, Elaine Too- 
mey, and Margaret Brezoni, 
Lincoln High School, Man- 
itowoc, Wisconsin 

Frances E. Di Mariano, East 
High School, Rochester, 
New York 

Annette Arsenault, Jesus- 
Mary Academy, Fall River, 


usetts 
Evelyn Schulz, Ellis College, 
Delaware County, Pennsyl- 


vania 
June Excell, High School, 
South Dakota 
Jeane Utsler and Lorraine 
Oklahoma Agricul- 
tural and Mechanical Col- 
pers _. Oklahoma 
Lynch, St. Dominic 
a  &, Jersey Clty, New 


Jersey 

Barbara Ann Gladieux, St 
Joseph Academy, Chilli- 
cothe, Missouri 

Mary Totske, St. Mary's 
High School, New England, 


Lorraine Halama, Mundelein 
Cathedral High School, 
Chicago, Illinois 

Ann Cook, MacCormac Schoo! 
of Commerce, Chicago, 
Illinois 

Margaret Blanchard, Nashua 
Business College, Nashua 
New Hampshire 

Lucile Lecavalier, Savaria 
Superior School, Lachine, 
Quebec, Canada 

Madeleine Henault, Presenta 
tion of Mary, Drummond- 
ville, Quebec, Canada 
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O. G. A. Club Prize Awards 


(Continued from page 190) 





Albert J. Dalton, Cathedral Alfred Caron, Hill College 
High School, Boston, Woonsocket, Rhode Island 
ay Roberta Seifried, Senior 

R Red High School, Pleasantville, 
torist a S Giris High New Jersey 
School, hae leans, Bettye Sue Middleton, Mas- 
Louisi sey Business College, Hous- 

Mary E "Kennedy, Perry ton, Texas 


Eleanor Walls, Beacon Col- 


School of Business, Water- 
Pee, Wilmington, Delaware 


bury, Connecticut 


O. G. A. Contest Copy 
Think First of Service 
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Loretta Stoklosa end Guattie 
Tronolone, 

Business School, Buffalo, 

New York 

Dorothy Kirkwood, A. W. 
Johnston School of Business, 
Billings, Montana 

Joan Sampson, West High 
School, Akron, Ohio 

Phyllis Hamer, Boston Uni- 
versity, Boston, Massa- 
chusetts 

Agnes O'Malley, Nazareth 
Academy, La Grange, 
Illinois 

Ndythe Greenberg, Weaver 
High School, Hartford, 
Connecticut 

Florence Krom, 
High School, 
New York 

Marguerite Armstrong, Whee- 
ler Business College, Birm- 
ingham, Alabama 

Mary O'Rourke, St. Joseph 
Academy, Pendleton, Ore- 
on 

Catherine Morabito, Senior 
High School, Johnstown, 
Pennsylvania 

Jean Poll, High School, 
Idaho Falls, Idaho 

Mary Ritchie, Dodds School 
of Business, Topeka, Kan- 
sas 

Ruby Imerman, High School, 
Hampton, lowa 

Adele Doughan, Hamilton 
School of Commerce, Mason 
City, Iowa 

Esther Burton, Brown's Col- 
lege, lowa City, lowa 


Arlington 
Poughkeepsie, 


Eileen Wade, Senior High 
School, Port Washington, 
New York 

Doris Collette, Senior High 


School, Leominster, Massa- 
chusetts 

Ligia Aristizabal, Colegio de 
Santa Ines, Manizales, 
Caldas, Colombia, 8S. A. 

Lis Sosa D., Colegio de 
Maria Inmaculada, Panama 
City, Panama 

Jeanne Avenelle Wilson, West 
Virginia Business College, 
Clarksburg, West Virginia 

Anne Louise Spalding, 5t. 
Mary High School, Akron, 


Ohio 

Harriet Falk, High School, 
Teaneck, New Jersey 

Doris DuCharme, Bulkeley 
High School, Hartford, 
Connecticut 

Harold Johnson, High School, 
Fremont, Michigan 

Shirley Gillie, 
han, and Arlene McHale, 
Immaculata High School, 

Illinois 


Doris Simmons, Visitation 
Academy, Frederick, Mary- 


Charlotte Lambert, St. Clare 
High School, Woonsocket, 
Rhode Island 

Frances Milani and Grace 
Scola, St. Elizabeth High 
School, Detroit, Michigan 

Wanda 8. Jakubasz, High 
School, South Hadley Falls, 
Massachusetts 

Irene Goodwin, Marycliff 
High School, Spokane, 
Washington 

Miriam L. Hass, Northwest 
College of Commerce, 
Huron, South Dakota 

Patricia Talman, Springfield 


High School, Philadelphia, 
Pennsylvania 
Lydia Chapman, Texas Col- 


lege of Mines, El Paso, 


Texas 
Margie Joy, Trinity High 
School, River Forest, Ti 
nots 


Ann Buettell, University of 
Akron, Akron, Ohio 

Mary Jane Begusch, High 
School, Port Washington, 
Wisconsin 

Mary T. Bigos, St. Peter's 
Catholic High School, 
Reading, Pennsylvania 


(Continued on page 201) 
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196 THE SHORTHAND REPORT 


“THIS IS OFF THE RECORD” 


An outline once it is written down in the official notes should 
never be physically expunged or disfigured beyond recognition 
By CHARLES LEE SWEM , 


Official Reporter, New York Supreme Court 








N a recent production wherein a 
court depicted, the 


upon being directed by the Court to strike 


stage 
scene Was reporter, 
testimony from the record, tore the page of 
notes from his notebook, wadded it up into a 
ball, and threw it upon the floor Because 
the production was a comedy, and very broad 
that, this scene was as ludicrous 


How- 


ever, In a motion picture ot a tew years ago, 


comedy at 
as it was undoubtedly intended to be. 


in a plot that was neither comedy nor farce, 
the reporter, upon the sustaining of a motion 
to strike out, ostentatiously drew a series of 
pen lines across the page of his book and oblit- 
erated the offending notes 

But perhaps we should not be too critical 
of the playwright or the scenario writer, when 
even the reporter at times may have some 
passing doubts as to just how far he may go 
in following the directions of Court and coun- 


sel in striking questionable material from the 


In jury cases, where twelve laymen sitting in 


the jury box and inexperienced in distinguish 
ing evidence from colloquy are sometimes in 
fluenced by the offhand comments of Court ot 
record is “turned 
It is the rule 
criminal 


counsel, it is rare that the 
off,” so to speak, for anybody 
in most courts, and especially in 
cases, that everything said before the jury du 
ing the trial, pertinent o1 
never known of Court 


otherwise, goes on 
the record, and | have 
or counsel to violate this rule It is unques 
tionably the inflexible duty of the reporter in 


such cases to report everything 


IT is chiefly in civil, non-jury cases—that is, 
cases involving commercial disputes and torts, 
and where the Court is the judge of questions 
both of law and of fact—in which much that 
occurs may never be reported, and properly 
SO \ppellate courts have no desire to wad 


through long records full of superfluous col 





record loquy. They are not interested in the repeti 
thous argument so often indulged in by counsel 

OF course, the reporter has no difficulty with on every objection, or by the processes by ' 

the simple striking out of testimony upon a which the Court makes up his mind, especially 

motion made by counsel and sustained by the ii it sheds no light on his ruling. So, when 

Court, that being nothing more than a techn the Court directs or counsel requests, in a non- 

cal expression indicating only that the mattet jury case, that he desires to speak or to argue | 

struck out. while remaining upon th record, off the record, it is safe to assume that noth 

is removed from consideration; but how many ing is lost that is important to the record when 

times is the puzzled reporter met with the di the reporter lays down his pen and listens 

rection of the judge or the request of counsel, 

“This is not for the record,” or “This is off | HE must listen alertly, however \ conces : 


the record,” whereupon Court and counsel pro 
ceed to discuss matters which when they be 
gin are no proper part of the record but 
which at any moment may develop into some 


thing both pertinent and important 


NOBODY thinks to remind th reporter when 
the discussion is about to grow into a motion 
or a ruling, so if the reporter is not alert to 
keep special watch for just that eventuality h« 
is likely to hear suddenly from 
“Aren't you taking this?” or “Your honor, | 
object; the reporter is not taking what my 
opponent is saying.” 

It is part of the 
equipment to know what is unimportant col- 
loquy and what is otherwise, but there is 
sometimes a very thin line which distinguishes 
the Court’s comment from a judicial ruling, 
or between a facetious remark of counsel and 


someone, 


well-rounded reporter's 


a prejudicial comment. 


sion made by counsel, an objection of oppos 
ing counsel, or a ruling uttered by the judg 

these are possibilities in the midst of colloquy 
rhe instant they are recognized as such they 
should become part of the record. If they 
were not so intended, that may easily be rem« 
died, but woe betide the reporter who has not 
in his notes just such a concession or obje 
tion if a point happens to be made of it later 
in the case 
IN a non jury case that I reported some years 
ago, a case that was receiving some newspa 
per publicity spectators in the 
courtroom were a half-dozen or more news 


(among the 


papermen alert to every news angle that de 
veloped), the Court came in late after the 
noon recess, and, as a courteous gesture to 
everybody present, he explained his tardiness 
It seemed to me an innocuous explanation, so 


far as the issues of the case itself were con 
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Medical Definitions, No. 8—Fractures 


(Courtesy of the “National Shorthand Reporter’) 
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cerned, but it had news value, and the news 
papermen commented upon it in their after- 
noon stories 

Of course, as the judge seated himself on 
the bench and commenced to speak, I started 
writing with the first word, not knowing 
what was coming. I reported his complete 
explanation, althiough I soon recognized it as 
something intended apart from the case being 
tried. Then, as the first witness was being 
called to the stand, I drew a line in the mar- 
gin alongside my notes of the judge’s com- 
ment, to indicate that it was not part of the 
case and could be omitted in transcribing. 


EVENTUAI LY, the minutes of this case 
were ordered for appeal. In ordering the min- 
utes, counsel asked that I eliminate all un- 
necessary colloquy; so I omitted the Court's 
comment just referred to, among other re- 
marks of Court and counsel having no eviden- 
tiary value. The day following, to my aston 
ishment, | was called on the phone by very 
irate counsel and asked what had become of 
the remarks of the Court on a certain after- 
noon, remarks so important that the newspa- 
per men had carried them in their newspaper 
columns! Of course, it was a simple matter 
to transcribe what counsel wanted and send 
the record to him, but I might just as well 
not have had that part of the record except 
for a habit of mine, never to stop writing, 
even during the most casual colloquy, until 
absolutely certain it can have no bearing upon 
the case at trial. A part of that habit is—if 
in doubt, keep on writing 


IT is no part of the reporter's duty to pick 
out what is important and what is not impor 
tant in the trial of a case. His duty is to 
make a verbatim record of all that is said 
during a trial except when otherwise directed 
by the Court or requested by counsel. When 
the Court directs or counsel requests that cer 
tain colloquy or argument be “off the record 
the reporter is safe in assuming that what is 
about to be said is not pertinent to the record 

At any rate, the first remarks uttered by 
Court or counsel will indicate whether or not 
they are pertinent, and no harm is done when 
the reporter lays down his pen and thus indi 
cates to everybody that he is not writing. If 
such initial remarks are pertinent, everybody 
will immediately know it, for either counsel 
who feels agyrieved will object, or the Court 
will direct the reporter to write—a totally 
unnecessary direction, incidentally, for by that 
time the alert reporter, experienced in his po- 
sition, will have in his notes the objection of 
counsel and the remarks objected to! 

It is always well, I believe, for the reporter 
to continue to write the first few words after 
the request or direction to go off the record, 
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including the words themselves “this is off the 
record,” or whatever phraseology the direction 
or request takes. This will indicate in the 
record itself the reason why the reporter 
ceases to write and at whose request or direc 
tion he acts 

It may become important to have just that 
information in his notes, for opposing counsel 
may not wish to go off the record and may 
make an issue of it, with unfavorable impli 
cations, so the whole thing may wind up with 
nothing being off the record at all and a com 
plete report made of an incident, which may 
or may not be important; but the stenographer 
cannot be involved, for he has done his duty 
and reported it all! What he may do in 
transcribing it will depend upon circumstances, 
but at any rate he has a full report, for any- 
body to see and to read who desires 


WHEN discussions take place off the record, 
that fact should be indicated in the transcript 
by the simple statement “(Discussion off the 
record).” This explanation has two purposes, 
important both to the record and to the re- 
porter. It makes for a complete record, in 
that it shows exactly where colloquy or argu 
ment took place and, by implication, that noth 
ing important happened, else there would have 
been an objection made by counsel, in which 
event the remarks themselves would have been 
there instead of the indication of colloquy off 
the record. Also, since what follows in the 
record may have no causal connection with 
what immediately preceded, it indicates that 
the reporter has omitted nothing he was not 
directed or requested to omit, but that any 
discrepancy in connection or context has its 
origin in the unreported colloquy 


OCCASIONALLY the reporter may receive 
the direction or request in open Court to 
strike something from the record physically 
which may be done if neither Court nor op 
posing counsel objects, but this does not mean 
that the notes should be scratched out or oblit 
erated. I do not believe that in any instance, 
once a note is written by a reporter in his 
official capacity, it should be expunged be- 
yond recognition. A single line drawn through 
it should be ‘sufficient, simply enough to indi 
cate that it is “out,” but not enough to dis 
figure the original outline. Certainly an eras 
ure should never be resorted to by the re 
porter 

And, needless to add, never will a page be 
torn from the notebook. We shall leave that 
to the playwrights and the moving pictures! 


> Remember that discretion is the better part 
of conversation. A discreet silence is often 
the best answer.—M. / 
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SPEED 


Two More Diamond Medalists are in the Army now! 


Reveals EXAMINER A. A. BOWLE 





Jack Lucas 


D and | have both been inducted into the 
Army,” writes Jack Lucas about himself 
Hoy, 


and his partner, Edward recent 
Dizmond Medalists He continued, “I leave 
ior Camp Lee, Virginia, tomorrow morning, 
and Ed will leave on November 23 for the 
same camp. Where we go from there, no 
hody knows!” 

So here are two mor of out expert short- 
wand writers m the armed forces of Uncle 
sam 

In the same letter, Mr. Lucas had this to 
Say: 

You may be interested to know that until 
ecently | have been working here in Wash- 
ington in a reporting unit of the Government 
vith Rudolph Graziano and Edward Hoy, 
hoth Diamond Medal winners. Ed Hoy and | 
came down here from Gregg College at the 
same time and started to work on the sar 
lay 

“Through shorthand we have had the op 
portunity to see the Government in operation 
luring war time, and the experience has been 
Il long remember. We have mad 
reports of conterences on a great variety of 
ubjects--quite often reporting the words of 
«ane of the ‘bie guns.’ ” 

Mr. Lucas mentions the fact that after gradu- 
ition from Northwestern University School 
t Commerce, he was rather surprised to find 
that no one was anxious to hire him. He had 
no skill or specific knowledge that would fit 
him for any particular job. _ That is why he 
turned to a definite subject and enrolled at 


me we will 


Gregg College, “so I could learn something 
that would give me a start.” 

\fter some six months at the school, he gut 
a job on market survey work and between 
survey jobs did office work as stenographer to 





Charlotte 





McNeil Edward Hoy 


the man in charge of the Chicago research di 
vision of the company with which he was con- 
nected 

Later he turned his talents to a syndicated 
employee houseorgan business with his father, 
and enrolled at night in Gregg College to take 
up shorthand where he had left off. “Short 
hand then became a combination hobby and 
job-insurance program for me.” 

\ job as secretary to the sales manager of 
a large paper mill followed, but, three years 
igo, he began the study of shorthand in real 
carnest, with a view to making it a dividend 
paying business. 

“Passing the Diamond Medal test,” lh 
writes, “was simply the result of the fine teach 
ing at the college. First a thorough ground 
work of basic principles was drilled into m« 
by the Misses Gates and Clark, and Mr. Lewis 
Then sufficient exposure to Miss Evans’ speed 
training did the rest. It would have been un 
usual if I had sat in those classes at regular 
intervals and not caught some of the enthusi 
asm for shorthand skill that permeates the pet 
sonnel of this school that has produced so long 
a list of Diamond Medal winners 

‘My other serious hobby is fishing. I hav: 
been at it for just about the same length of 
time that I have been studying shorthand. Iv 
that time I have come out second best in every 
encounter with a sizeable muskie, for they 
have a habit of insultingly throwing baits back 
at any fisherman lucky enough to hook them 
The result is that catching a 30-pounder has 
finally become the same sort of challenge, o1 
obsession, as the Diamond Medal. And I'll get 
my fish yet!” 


DWARD HOY, as mentioned by Mr. Lu 
cas, is another Diamond Medal winner 
who is off to war. He started his shorthand at 
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the Salamanca 
with Miss Helen Sellstrom as instructor ater 
he took a postgrad 1ate course at the Olea 


High School under the instruction of Miss 





Elizabeth Mitchell. And here are more details 
about this 200 word-a-minuter 

He took a Civil Service examination tor 
his present position in the spring, and start 
work in Washington on June 1. He found the 
work intensely interesting—taking rings, 
conferences, and instruction courses for prac 
tically every phase of the war effort. “It real 
ly is an education in itself,” writes 


‘After graduation, from high school, I re 
turned for postgraduate work, including short 
hand. I had completed the regular two-yea1 
high school shorthand course in June, 1939, 
in a rather spasmodic fashion. I was trying 
to work up to 100 words-a-minute, and to get 
enough cash together to go to a college where 
[ could prepare for reporting. | managed to 
get the necessary wherewithal to take me to 
Chicago and | entered Gregg College in the 
fall of 1940, continuing until I left for my 
present job. I feel that my work in the ri 
porting classes has certainly qualified me in 
this respect. Any kind of reporting is fascinat 
ing work and I am glad that I was ‘bitten by 
the speed bug.” ”’ 

Whether or not Mr. Hoy and M1 
will be able to use their skill while in th 
armed forces remains to be seen, but we are 


Lucas 


sure that they will 


lapt themselves well to 
whatever they are l 


iC 
1! 
Lice 


upon to do tor their 


country 


MIGHT say that I find reporting work 

very interesting and often wonder what 
I'd do had I not had the benefit of Miss Evans’ 
excellent training, especially on medical dicta 
tion. I wish it were possible to get back to 
Chicago periodically for a little ‘jacking up,’ 
hut we have been so busy that it is out of th 
question.” 

So writes Miss Charlotte McNeil from De 
troit, Michigan, where she is now engaged in 
the reporting profession 

For several years Miss McNeil held a se 
retarial position in the law offices of Holst & 
Vogel in Red Wing, Minnesota. (It was in 
the Central High School of that town that shx 
learned her shorthand a, b, c’s.) At the end of 
her high school career, Miss McNeil was writ 
ing 120 words a minute, a stage of proficiency 
she had acquired under the guidance of Miss 
farian Selander 

On moving to Chicago Miss McNeil joined 
the band of enthusiastic speedsters studying at 
6 North Michigan Avenue and kept hard at it 
until she had qualified on the Diamond Medal 
test and was ready to accept the responsible 
reporting position which she now holds. 

Congratulations to these three Diamond 
Medal Winners! 


New York) High School, 
I] I 
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If Your Typewriter Becomes 
a War Casualty 


Concluded from page 172 


and leave it by the typ rit It may be that 
your typewritermate t W orld-War-IlI 
word) will have some ti while you are tak 
ing dictation t py it for you. Then some 
time you can do the same for her when she is 


“snowed undet 
IF possible, and your off space permit 
would be easier if th v1 riter cou 
on a separate typewriter stand or desk 
it would not be necessary 
desk to another or try t rk at someon 
else’s desk while the typewriter at you 
being used. If that can rranged, keep a 
supply of the various kinds of paper you us« 
and carbon paper in a manila folder, which 
you can easily pick up and take to the type 
writer desk with you each time 

And of cours« ) 
writer carefully It is worth its weight in 
gold, for you won't get another until the war 


above all, do treat your type 


necessary, pusl 


is over. When cTasures iTé 
the carriage to the side so the bits from th 


‘ 


eraser do not fall into your typewriter. Kee 
it dusted. 


proper liquids prepared f "I tl se purposes 


Clean the type and th platen witl 


and oil only as directed for your particular 
machine 
| for war service, 


If your typewriter is drafte 
' 


Say “Good bye” to it with a smile on your face 


as a part of your contribution to the War 
Effort! Who knows, maybe when the war is 
over, and we hope it will be in the near future, 
your reward will be a brand new typewriter 
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“I'm in radio. Got my operator's ticket and thought you'd give 
me a job.”" Joe said, “Why, mebbe.”” Why shouldn't he give Little 
was a job here. 
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Graded Letters 


By Cuarves E. ZouBEK 
Written for Use with Chapter Ten of the Manual 


) 











. 
| 
> | 
( p= J | o ¢ ‘ ? 
s 
7 }. 
. “YY ) 
# - -s \ - / 
: 
4 . > ~ a 2 
ri | ; 
4 ) 
/ ~ 4 
Cc | , \ AJ 23,5 
. { 4 
"— : ‘ : ( , 
< ha 
) ) .< 
€ ‘ ) = 
a QO 
A - 4 7 c > \ 
f 4 
“ ia / r4 ‘ 7 ~ 
4 —_ 4 
, 4 Cc 
C < > ~< . 
? sf 
) 2 > / >) > 
Xv < > < , o< q 
) > x > 
- 
a 4 - 5 . ‘ 
x? - 
eas “ “ 4 = 
Ll “ 
$ > 
nN ) 5 é 
—_—~ w — ys ty’ 
" ) 
, } £ 
. Hoos < “ ‘ J © ‘ y 
XX 
( c 
qe a \ — Ti x 5 aed 9 Z a vL Go 
3} >> 
) ) ) 
. JT 4 < 
(A_ , y ‘ & — < 
o 
) 
a z A ) Y 4 > , =— oO YS , 
< 4 L id . 
7 ) “a 
- c ‘ =~ = ( © ) 
4 7 = + Y 
( r 
- LY . 
) ( ( : a / 
® . * " 
. ) > 2 ( 
vw A , e —_ 4 o 2 p—_4 \ 
4 : ( 
) 
4 / ~j y 9 
/ ) O —s ‘ah 
— > 4 é.. - C rr %~ 
f ~ 4s 
? ) ; 
a /? ? < ? . ens _ 4 ao ¢ ) ’ i 
( »)) 








214 Tue Grece Warrer, December bi Gu 


Graded Letters 


By Cuartes E. Zousek 











Written for Use with Chapter Eleven of the Manual | 
J 
) 
t <7 < o ‘a Y =  * . 4 < | 
A > ) < 7 ‘ 
c C~.. - a Z ) c 
4 > be ( ~ 2 36 y 
< < P < — i 
ca 
q- J ) ? _ 
> l 2 _ , fo Co ed —_ ( / arr 
| & 
4 ~ ) 4 | ae Af . 
c— “25 a - Ae 
A ) ) c 
a. ) 4 | c 
ae” J . ar = 
4 a ) | 4 . ° c 
y, -_—> / 
CG ( y, > | ae a a a 
F— » a - LS a Cc > ra a » = ° 
) ~ ' 
? y - 4) 
ry 4 s ( O CG 6 se Zz c a, 
) ) . 
—— a ? A?) ra , a c Sax — . S Jj—~.. F 
) » ' 
é 47) = \ 2 “a & 6 - —t y 
,-_ ‘ - 
> } 
Oo - ) 
Ee eines the 7 Pa Ao 4 \ 7 ) 








/ 
2 ( 4 ) | 
- ~~ f - — \ —— 
5 . } 
YS eas ‘ | 
Wi a P ‘ , ? 
ad Oo - Zz —S 6 - > ? | 
J PD 
x4 
gt -~ ) C —_ 
> al = cc ae . a a> Z ‘ 
| ae | | 
te Fa , IO ~~ HK Ce, 
A 9 
4 Ce ( ( | 
eo < ‘ ¥ Ca < * Co ais = 
) F : 
g t 7 . ott 
2 
—_—_— 4) + 4 ? 
c , ; - |< 
"4 ( —J ?| en oo Cs \ he ~ ) 


=, “ ( ¢ = 4 f ( \ 
( —or - | 
J ? 
a all wy « a ane a ae 
a _ c 
ee ee AO ae 2 Gr 4 
“tog ao ws * i Seale: 











te 
“I 


uw Guece Wrerer, December, 1942 


Graded Letters 


By Cuarves E. Zousek 
Written for Use with Chapter Twelve of the Manual 
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Aetual Business Letters 


Subcription Department Follow-Up 
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How to learn 


the scale on your 


N 


typewriter 

















We mean, of course, the numbered scale on each sheet of 
Micrometric Carbon Paper. This scale is always visible in your 
typewriter, and the numbers and lines on it correspond to the 
lines of typing. Thus, the scale tells you where to start typing 
and when to stop. The result—-evenly spaced letters, uniform 
margins at the top and bottom of reports. You won't have to 
retype letters because of poor spacing. 

To remove the carbon paper, simply pull the white scale. 
The papers separate neatly. There is no need to touch each 


carbon and risk smudging your fingers or copies. 


Now is the time to learn this scale. See for yourself how much 


Webster's Micrometric can accomplish for your typing. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to WH GREGG PUBLISHING CO. 
270 Madison Ave., New York 


‘ 


All up-to-date schools are now 
ordering Micrometric Carbon 
Paper from the Gregg Publishing 
Company. The coupon is for your 


Please send me packs of Micrometric Carbon 
Paper for school use at 7! cents per pack plus post- 
age. Address bill to 


. Name 
convenience. 
F.S. WEBSTER COMPANY 
17 Amherst St., Cambridge, Mass. City State 


* 


Please mention the Greag Writer when answering advertisements, 











viii Tue Grece Watrer, December, 1942 


Supplementary 
Typing Materials 


*FIFTEEN MINUTES A DAY—TYPING DRILLS ON FIGURES AND 
SYMBOLS, 4y Overstreet. For use by those who desire in this particular phase of 
typing a greater proficiency than the regular textbook provides Includes provision for 
periodic tests on figures and symbols. Also one-minute speed tests. Thirty-eight lessons 

List Price, 48« 





TYPEWRITING SPEED TESTS, 47 Bowle. 105,659 strokes of official test material 


used in local, district, and state typing contests throughout the country. Also contains 


suggested practice routine for contest typing List Price, 32¢ 


TYPEWRITING SPEED STUDIES, THIRD EDITION, /y Haées. Develops 
technique, accuracy, rhythm, and speed. Part I, ‘Fingering Studies”; Part II, “Operative 
Studies”; Part III, “Sustained Typing Studies’’—all in this one book List Price, 52¢ 


TABULATION TECHNIQUE, 47 Bargen. For teaching tabulation thoroughly and 
in detail. The plan-sheet method is employed. Presents a new feature—the column 


center principle List Price, 60¢ 


KIMBALL CONTEST COPY, +4) Kimball. Sttaight-copy material for developing 
typing speed and accuracy. Contains the copy used in seven of the International Type 
writing Contests and one other hour-length test. 66,740 standard five-stroke words of 


magnificent practice material List Price. 60¢ 


RHYTHMIC TYPEWRITING DRILLS, /y Reed. Specially chosen drills for (1) 


metronomic rhythm for accuracy and (2) flowing rhythm for speed List Price, 48¢ 


TEACH YOUR FINGERS TO SPELL, SECOND EDITION, }/y Craig and Leslx 
The student first types a list of spelling words and then paragraphs containing those 
words. The words are indexed and the paragraph material counted List Price 60¢ 


*Materials marked with an asterisk are not sampled free, but a refund will be made where a 
class ddoption follows purchase of a copy. We shall be glad to sample the other titles on the 
list without charge if you wish to examine them with a view to adoption as a student text. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Greag Writer when answering advertiscments 








UNTIL TOMORROW 

WHEN THE WORLD 

[sg IS FREE... AMERICA’S 
4 CLASSROOMS HAVE 
/ A CONTRIBUTION 


ca TO MAKE... 


Typewriters for America’s classrooms. 


Remingtons, and other war implements 


~ 
made by Remington Rand, are needed 
wherever men march, wherever ships 
sail, wherever tanks roll and wherever 
4 planes fly_-on every front in the world, 


including typewriters on the home front. 


(in the home front, America’s classrooms 
have a contribution to make toward Vic- 
tory. America needs more typists now 
than ever in history. Typists are needed 
to help speed our production lines from 
coast to coast. Those needed ty pists must 


come from America’s classrooms, 


In America’s classrooms continuous typ- 
ing is therefore a_ vital contribution 
toward Victory. This can be assured in 
only one way typewriter conservation, 
Learn how to take care of your type- 
writer from day to day. Heed the expe- 
rience of your teachers and follow their 
instructions implicitly. Report any me- 
chanical defects in machines so they can 
be properly repaired by experts. Do 


those things as your daily contribution 





to Victory. 








SCHOOL DEPARTMENT :: TYPEWRITER DIVISION 


REMINGTON RAND, Buffalo, N.Y. R&MinGTON MODEL SEVENTEEN 























Esterbrook Has Gone to War... 
No Gregg Shorthand Contest 


This Year 


With so much of Esterbrook production devoted to the 
war effort and with war needs so pressing, this vear we 
feel obliged to forego our annual I sterbrook (-regyg 
Shorthand Contest. 


We extend our thanks to the thousands of students and 
hundreds of teachers who have helped to make thes 
annui " shorthand contests so successful in the past 

our regrets that war has canceled the seve “nth annual con 
Pe and our assurance that we will resume these 
contests as soon as Victory is in sight. 


In the meantime, Esterbrook Fountain Pens are doing 
their part in helping to equip our armed forces. 


rHE ESTERBROOK PEN ¢ hs 


6 Cooper Street Camden, \ 


Esevbrwuk 


GREGG-APPROVED Fountain Pen 



































